The e-Notification System of the
Immigration Services Agency,
the Ministry of Justice

Operation Manual
- For Institutions -

Ver 2.0

Operation Manual - For Institutions -



Revision History

Page Date of Version | Page Revised Contents Name
No. Revision
1 1.0 - Newly Created
) 11 ) Precautions for when using the lump sum
notification template were added.
Appendix "List of Error Messages" of the
3 1.1 - Operation Manual -For Institutions-
was amended.
Amendment associated with addition to the
4 1.1 - status of residence subject to
notification
5 20 ) Amendment associated with
replacement of a system
Revised Contents History
P,\Tg? pF;Z\;ISNeg, Revised Contents Revised Date Name
1 939 Precautions for when using the template for lump sum
notification of acceptance were added.
Precautions for when using the template for lump sum
) 249 poti_fice?tion of name/locat_ion change of the
institution on behalf of mid-to-long-term
residents were added.
Additions were made to Solutions for the message
3 3.1 MOEO00138 in the Appendix "List of Error
Messages".
Additions were made to Solutions for the message
4 3.1 MOEO00147 in the Appendix "List of Error
Messages".
5 221 The layout of top screen was corrected.
6 2.2.1 The layout of login screen was corrected.
7 231 The layout of login screen was corrected.
8 233 The layout of login screen was corrected.
9 24.1 The layout of login screen was corrected.
10 243 The layout of login screen was corrected.
1 251 The layout of login screen was corrected.
12 2.6.1 The layout of login screen was corrected.
13 2.7.1 The layout of login screen was corrected.

Operation Manual - For Institutions -



Table of Contents

I a1 (0T [FTed 1o ] KOOSO SRR TSOUR RN -1-
1.1 ADOUE THIS IMIANUAL ...ttt bbb et b e bbbt b bbb b s -1-
1.2 e-Notification System (Institutions) A List of Functions and Whole Image..........c.ccoceoeinvieniincinnennn, -2-
1.3 REQUITEA ENVIFOMNIMENTS ......veiiiitiiteieieteete ettt sttt bbbttt b e bbb bt et b e bt b et b e enes -3-
1.4 The e-NOtIfICatioN SYSIEM SCIBENS. ....c..iiiiieieriereseeiese et sre et saesreaseetesaesreaneeseesresseeneenrenes -4 -

2 Basic Operations (fOr INSHEULIONS).........cooiiiiiiie ettt b bbb -6-
2.1 User information FegiStratiON..........cooiveiiieie ettt sbe s e e sresreenaesresreeneeeenrens -6-
2.2 Registration of Individual Notification (the Immigration AcCt ARTICLE 19-17) .....ccoovviiinnienieienienn -7-

2.2.1 Flow of NOtification REQISTIAtION .......ccviiiiiiiieie ettt nae e -7-
2.2.2 Description on Notification Entry Screen for a Mid-to-Long-Term Resident...........cccccovcvvivvveeninnn -14 -
2.2.3 Description on NOtification ENtry SCIEEN.......ccoieiiiii i -16 -
2.2.4 Descriptions on Notification Reason of Notification Entry SCreen ...........ccocvevevvvieveeiesinsesieenenenns -18-
2.3 Registration of Lump Sum Notification (the Immigration ACt ARTICLE 19-17) ....ccceovvvvirinnicnnnieine, -20-
2.3.1 Preparation for Lump Sum Notification (Obtaining the specified Excel File and Input) ................... -20-
2.3.2 CSV File Creation Procedures of Acceptance NOIfiCation ...........ccccvvveniiiiiiiiiece e -22-
2.3.3 The Procedures of Lump Sum Registration for Notification of Acceptance (the Immigration Act
I L I OSSP -23-
2.3.4 Description on Notification Entry Screen for an INStitution ..........ccocoovvinniiiieiec e -27 -
2.3.5 Description of Specification of Lump Sum File of Notification ...........ccccccvvvvveniiiien e -29 -
2.4 Registration of Lump Sum Notification on behalf of Mid-to-Long-Term Residents (Immigration Act
ARTICLE 19-16). ..eeu ettt ettt sttt ettt e s s e et e et e e b e et st ettt ene st ereneebeneebene e -31-
2.4.1 Preparation for Lump Sum Notification (Obtaining the Excel File for Entry and Input)................... -31-
2.4.2 Procedures to create a CSV file for Notification on behalf of mid-to-long-term resident.................. -33-
2.4.3 Registration of Lump Sum Notification (Immigration Act ARTICLE 19-16) on behalf of
Mid-10-LONG-TEIM RESIAENES. ....vevveiieiiiieiieieeee ettt sttt sttt sttt ene et sre e ene -34 -
2.4.4 Description on Substitution NoOtification ENtry SCrEEN..........cccvviivieeieere e -37-
2.4.5 Description of Completion of Lump Sum Notification on behalf of Mid-to-Long-Term Residents..- 38 -
2.5 Change Of E-Mail AQAIESS ......coiiiiieieeie ettt bbbttt n et e neens -40 -
2.5.1 Procedures for Change of E-Mail AQAreSS........coviiviveiiieiiseee e -40 -
2.5.2 Description of Entry of E-mail Address Change SCreen.........cccceveireriniiee i -43 -
R VT o] (o [ g g o T ST -44 -
2.6.1 Procedures for PassWOrd ChaNQE ........coooeeieiiieise ettt sttt -44 -
2.6.2 Description of Entry of Password Change SCIEEN .........cceivveeriereieeieese e -46 -
2.7 Viewing NOtITICALION STALUS........c.oiiiiiieiere ettt e b te st e s e stesresreeneeseenes -48 -
2.7.1 Viewing NOtIICAtION STALUS .........ooveiiiiiiecce ettt sre e -48 -

I 11 £ TSR P TP USOURPPRON -51-

3.1 LISt OF ETON MESSAQES ..vvveveeveteriesieseetestestesieseetestesteeesestesteseesesbesbesae e esesbesbe st eseebesbesbe st enestesbesbeneesesteneeneenis -51-

Operation Manual - For Institutions -



1 Introduction

1.1 About This Manual

In this manual, operation methods of the e-Notification System (for institutions) are explained.
This is for a person in charge of submitting a notification for institutions mid-to-long-term residents belong
to.

For a mid-to-long-term resident, please refer to a separate manual, "The e-Notification System of the
Immigration Services Agency, the Ministry of Justice Operation Manual - For Mid-to-Long-Term Residents -"

In this manual, the following figure and picture are used to describe operation procedures.
It indicates the operation target (range) the user clicks or enters
information. It also shows the target (range) the user must confirm.

When describing a button or item on the screen, it shows where the
numbers of figures and tables are linked to, and which parts are
explained. A number is placed on the left or upper left of a red frame.
All characters entered on the screen are examples.

Manual

n Screen A

1

Sc'reen link No. | Contents

1
B 1

When you have questions, please refer to FAQs (As) or contact the Help Desk. Both are
available on the TOP screen of the e-Notification System.

https://www.ens-immi.moj.go.jp/NAO0L/NAAO0LS/NAAOLSTransfer (TOP screen of the e-Notification System)
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1.2 e-Notification System (Institutions) A List of Functions and Whole

Image

The following functions can be used in the e-Notification System for institutions. In this manual, the flow of
functions and screens are explained.

- Individual Registration of Notification (the Immigration Act ARTICLE 19-17)
- Lump sum Registration of Notification (the Immigration Act ARTICLE 19-17)
- Lump sum Registration of Notification conducted on behalf of substituting mid-to-long-term residents
(the Immigration Act ARTICLE 19-16).

- E-mail Address Change
- Password Change
- See Notification Status

Log Out Screen

Immigration

Bureau of Japan

Home Page
Login Screen of
the
Mid-to-Long-Ter
m Residents

Top Screen —

—» Screen Transfer

D Screen

Login Screen of
Institution

After
Authenticated

Operation of
Mid-To-Long-Term
Residents

Individual Registration of Notification (the Immigration Act ARTICLE 19-17)

Entry Screen of

Notification of the

Individual

Selection Screen of|
Notification
Submission
Reason

— Notification Entry — fe—

@ Sub-screen

Institutions Menu
Screen

Search Screen of
Prefectures and

Municipalities

Lump Sum Registration of Notification

Information (the Immigration Act ARTICLE 19-17)

Screen
L gon?_ca!m_n Completion Screen
Son irmation ™ of Notification —
creen Reception

™

Entry Screen of
Notification of the
Institution

——p

Specification Screen of
Lump Sum File of
Notification

Completion Screen of
Notification of Lump
Sum Registration of
Information Reception

—

Residents (the Im

Lump Sum Registration of

migration

Act ARTICLE 19-16))

otification Substituting Mid-to-Long-Term

Entry Screen of

in Charge of

Information for Person

Substitution Notification|

>

Specification Screen of
Lump Sum File of

Completion Screen of
Substitution Notification of|
* Lump Sum Registration of |

ion Reception

E-mail Address

Change

I

Entry Screen of
E-mail Address
Change

a—

Confirmation
Screen of E-mail
Address Change

Completion Screen
— of E-mail Address
Change

Password Change

Entry Screen of

Password Change

Confirmation
Screen of

Password Change

Viewing Screen

—*] Notification Status

of

Viewing Notification Status

Contents Screen of
R ion Errors
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1.3 Required Environments

The e-Notification System can be operated normally with the following environments. Please note that
operation is not guaranteed with other environments.

- Internet Browser: Google Chrome (Ver72)
- Required Program (for lump sun notifications): Microsoft Office Excel 2013

Since e-mail will be sent to the registered e-mail address from the e-Notification System, make sure that
your e-mail setting allows to receive e-mails from the following domain.

@ens-immi.moj.go.jp

Please note that when there is no operation on the e-Notification System screens for a certain period of time
(more than 30 minutes), re-login will be required. (Session timeout)
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1.4 The e-Notification System Screens

Common ways to view each screen of the e-Notification System are explained.

fie mAREZERR
e Immigration Services Agency of Japan

BFEES AT A

#E54 Your institution A B CH4% BIEIOZ7 - =~ BH6F Time and date of your last login 2019/06/04
13:58

0477777 I~ Log out

n STEP1 (AFEnter) STEP2 (E£E2Confirm) STEP3 (57T Done)

A=) R XZEE AH Entry of a change in e-mail address

.
13 B =
MOEOOOGT:ob 2L _C L\%’)?,.E’&lj ILTLEE,
Enter the item with @) .

A—)LJ7 kA E-mail address change

A=)L7 RLAZEBRREADLTIZEL,
Enter a change of your e-mail address.

E (1] beh“—]b? LA New e-mail address | [EELETID | HA5EHEF5CS,6032F LA Up to 60 1-byte alphanumeric letters

5] Example) abc@xyz.co.jp

O FLWA—ILTZ RLA(BAN) New e-mail address (Enter again)
FHEHFILS,6032FLIA Up to 60 1-byte alphanumeric letters

{5l Example) abc@xyz.co.jp

o= ==

:

EZEEEABEEERT

Immiagration Services Agency

Screen link Screen
. Contents
No. Explanation Item
I] Process steps Displays processing flow and current steps.
Error message When an error occurs on entered contents, an error message will be
displayed at the top part of the screen in red.
E "I" mark "I" will appear on error items.
When the entry contents differ from the contents on the Residence Card, "!"
is displayed on all items.
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Screen link
No.

Screen
Explanation Item

Contents

Required item

Required" is shown on the items required to enter.
An error occurs when nothing is entered and unable to go to the next step.

"Confirm" button

Click the "Confirm™ button after entering all information in the input fields
and checking that the entries are correct.

The confirmation screen is then displayed, if there is no error in entered
information.

Error messages show up if there are errors in entered information.

"Back" button

When the "Back" button is clicked, the previous screen is displayed.

Please note that when ""«'" (Back) of Web Browser or "'Back Space"
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.
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2 Basic Operations (for Institutions)

2.1 User information registration

In order for a person in charge of institution to which mid-to-long-term residents belong to submit
notifications using the e-Notification System, it is necessary to register as a user first.

Persons in charge of institutions cannot register as a user using the Internet. For registration as a user by an
institution, please download the template below and fill the form. Then take the form to your nearest
Immigration Services Bureau to register as a user.

< Download URL of User Registration Template for Institutions >
https://www.ens-immi.moj.go.jp/excel/FAAOQLL.pdf

Note: After registration, if one year passes from the last log in date, the effective period of Authentication ID
expires and you cannot use the "e-Notification System" becomes not usable. If the Authentication ID
expires, please acquire the Authentication ID at the nearest Regional Immigration Services Bureau
again.
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2.2 Registration of Individual Notification

(the Immigration Act ARTICLE 19-17)

The procedures to submit notification for mid-to-long-term resident individually using the e-Notification
System are described. After notification event happens, you can submit a notification. Please note that you
cannot submit a notification before the notification event happens.

This can be done only by an institution staff in charge who registered as a user beforehand.

When submitting a lump sum notification for multiple mid-to-long-term residents, refer to "2.3 Lump Sum
Registration of Notification (the Immigration Act ARTICLE 19-17)".

2.2.1 Flow of Notification Registration
Screen Operations
1 = - - — T reen of th
BT AT L op Sereen of the
B35 Japaness | S Engish , S | mRAE) | BEE S0l | 2 S Espariol | e-Notification System
u 473047 5E Tagalog -
[Operation]
Notices From the top screen of
oLt par i o pEEREEE s the e-Notification
201904011 B . B B o . System, CIiCk the "The
R019%F4F1HIC EHEARNSER] (HEBtuRan, [FESHAEEESET] [CR20FELE. TNEELD, FLATLLCSTR0RE ~ . ) )
Specified Institutions™

button to go to the log in
Log in(Notification under Article 19-16 and Article 19-17 of the Immigration P
Control and Refugee Recognition Act) screen for the institution.

+ Click the butten below, if you are a mid-to-long-term resident and want to submit your netification online.

For mid-to-long-term residents

- Click the button below. if vou belong to a specified institution and want to submit vour notification online.

The specified institutions

2 Log in of Institution
@ HAREEEET [Operation]
A Immigration Services Agency of Japan
Enter your
EFEHI AT/ Authentication ID and
v Back o Top Password in the log in

_ . screen and click the "Log
PRIE#ERIO7 1 > Log in page for the institution staff in" button to go to the

SB5ED - QRO - FEAALTOT 7 ERL T EEL,
Enter your authentication ID and password, to log in. next screen.

Z2:EID Authentication ID

e Authentication ID and

J{AD— I Password PaSSWO rd
For how to obtain the
Authentication ID and
047> Login
Password, refer to [2.1

2IE I DESHSTRUVARR, A AEESEEEEO CHREERET O TZZL, User Informatlon

ou do not have an Authentication ID yet, please make a user registration at the relevant section of a Regional Immigration Bureau. Re iStration]
21D - ) QAT — RESENDA, PHTY M OYIEN07( > TEROAR, WS ARSEEEEOCBYET> T g .
W
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Screen Operations

Y0, s Institutions Menu
\ Immigration Services Agency of Japan . .
From the registration of
BFELES AT notification (the

Immigration Act
$BIA Your institution A B C 4% BIEIOY-f > B8 Time and date of your last login 2019/06/04

wss | ARTICLE 19-17), click
the "Registration of a
Notification" button to

FhE#ES X — 1 — Institution Menu go to the next screen.

BHIBEHRBFR(ABEESE 1 9D 1 7) Registration of notification (Article 19-17
of the Immigration Control and Refugee Recognition Act)

02777 b Log out

HROBHIBRERERRU T,
Choose the type of notification registration you want.

BHBREERIIHS

To register your notification
I JEH1E3RE % Registration of a notification |

PRPBEREOZSANCHATIBLEE—EERIIHE
To register your lump sum notification of acceptance of mid-to-long-term residents
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Screen

Operations

HAEEREET

@ Immigration Services Agency of Japan
EFREIHSZTA

RIEI04-f > B8 Time and date of your last login 2019/06/04
13:58

#4884 Your institution: A B CF#%

02772 b Log out

STEP1 (3{£E A7 Entry of the relevant resident)
STEP2 (Fe&iR Select reason)

STEP3 (f@$i1E3R A Entry of notification)

STEP4 (522 Confirm)

STEPS (R T Accepted)

[BHEREIFEHRA S Entry of information on the resident relevant
to the notification

JBRH DI 5RE Resident relevant to the notification

BHONKEDBREANLTIEEL,

Enter information on the resident relevant to the notification

BHOVNKEOEREANT 3R, EEH— FXENBABHIBRBOBEONTED CANLTIEEL,

Enter what is written in the Resident Card or Foreigner Registration Certificate precisely, as you enter information on the resident relevant
to the notification.

EBN— FXEABRASIFRBSOSBCRARFNRESNTRESR, RECRESNTVBRERFEANLTIZSL,

In case your name is not written in English on your residence Card or Foreigner Registration Certificate, enter your name spelling it as it
appears on your passport.

KR F Name in alphabet
EBEF(ANFEAN) 104ZFLIAN X~ XD Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two
words by a space

44 AH Date of birth
F A
Year Month Day

115 Sex
® 2 Male
4 Female

[E7E - 115 Nationality (region)

HEN EFEHXEH Address Prefecture, municipality

{HE B4 TB#ENSE Address Town name, street name, etc. 2£3 803CF A Up to 80 2-byte characters

#£28H— &S Residence Card No. [Tl

{£2H— F#E Residence Card No.
EEZHF(ANFAN), 1232F |-byte alphanumeric letters (upper case), up to 12 letters
7£88)— &S Residence Card No. L\31A' 1 DA Enter one of these

HRULERH—FES (BABAEIIBEES) "Minashi” (Deemed) Resident Card No. (Former Foreigner Registration
Certificate No.)

EBEIHF(AZFAN), MZZLA Up to 11 1-byte alphanumeric letters (upper case)

7£87)— FES3 Residence Card No. L\3'714 1 DAJ] Enter one of these.

JEHZEEPRIR Choose reason for notification

EBELABEBERT
Immiaration Services Agency.

Entry of information on
the resident relevant to
the notification
(STEP1)

[Operation]

Enter notification
regarding a
mid-to-long-term
resident.

In the each item's entry
field (identification
items, etc.), enter
information exactly as
shown in the Residence
Card of the
mid-to-long-term
resident.

When the name is not
written in alphabetical
letters, enter the
alphabetical name as
shown in your passport.
After entering all
required information,
click the "Choose reason
for notification™ button to
go to the next screen.

e Errors

When there are errors or
no entry in required
fields, error messages are
displayed. You cannot
proceed to the next
screen until all errors are
corrected.
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Screen Operations
- . o I Choose reason for
[ BB S HIER Choose reason for submitting notification submitting notification

[BHIEHREHZEHER Choose reason for submitting notification

SRURORTERIRL T L
Choose the subject of your notification.

PEATBEOSINOMAOBLETISE

To notify beginning of p

PRIEBEOZANDE TPREEITORS
To notify termination of accepfpnce of a mid-to-long-term resident

-
S AN Beginning of acceptance

S2ANNDEE T Termination of acceptance

(STEP2)
[Operation]

Select the notification
reason "Beginning of
Acceptance" or
"Termination of
Acceptance" and click
the button to go to the
next screen.

EEAHADESERT

-10 -
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Screen

Operations

HAEHREERT

Immigration Services Agency of Japan
BFRHATA

BIE0/% 1 > B8 Time and date of your last login 2019/06/04
14:00

B84 Your institution: A B C£4%

0579k Log out

STEP1(¥1&%& A7) Entry of the relevant resident)
STEP2(EH:#IR Select reason)

STEPS(EH{A# A7 Entry of notification)
STEP4(5&2 Confirm)
STEPS(Z15 T Accepted)

JBH1EER AN Enter your notification (
FANDFET Termination of acceptance)

hEMEREDZ ANDOIET Termination of acceptance of a mid-to-long-term
resident

BHEREANLTIESL,
Enter your notification.

KL<HBEMQ&KA)

#T4AH Date and year of termination

3 A =]
Year Month Day

RANETOEH Reason for termination of acceptance
® 8 Graduation
iB¥ Leave school
[23E Expulsion
ZOMOIEE Other reasons

28 90XFIA Up to 90 2-byte characters

JRHEES Institution submitting notification
BHEBEREANLTZEL), Enter information on the institution submitting the notification
BEBIDZH Name of the institution
ABCHMX
HEIOPRTEN Location of the institution (XBERTRHXETH Prefecture, municipality)
FRE)IX
HBBMPRTER Location of the institution (B T E&HES% Town name, street name, etc.)

BRRA7-9-2

1BX4E 4 Name of the person submitting the notification
ERTZ(RNFAN)104TFA AA~Z[E )N Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words
by aspace

1B4EBIEES Phone number of the person submitting the notification
EEHF 127FL Up to 12 1-byte letters

17 Example) 0312345676

ERELABEREER
Immiaration Services Aaency.

Enter your notification
(STEP3)

[Operation]

After entering
information on
notification reason, click
the "Confirm" button to
go to the next screen.

e Errors

When there are errors or
no entry in required
fields, error messages are
displayed. You cannot
proceed to the next
screen until all errors are
corrected.

-11 -
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Screen

Operations

Wik HAEEREET

Immigration Services Agency of Japan
BFREH AT A

#4884, Your institution A B CF4%

AIEIOS 1 = B8 Time and date of your last login 2019/06/04

14:02

0272 | Log out

STEP1(AI#|RE A7) Entry of the relevant resident)
STEP2 i#iR Select reason)

STER3(E LB A7 Entry of notification)
STEP4(#EE2Confirm)

STEPS(E {75 T Accepted)

[EHIEERIESR Confirming notification (
B ANDIRT Termination of acceptance)

JEHD¥ISR#E Resident relevant to the notification
BroNREOEREERLTIES,
Confirm the information on the resident relevant to the notification.

FAREF Name in alphabet

TEST USER

“£EFAH Date of birth(¢E/A/H) (Year/month/day)

1999/01/01

1451 sex

5 Male

38 - fis Nationality (region)

F[E] People's Republic of China

{H/EH Address (¥FEARHEEH Prefecture, municipality)
FRATRER

HEiD Address (B2 T BEiS% Town name, street name, ete.)
BrE1TEIEI1S&s8/\rY2028

£ H— i 8 Residence Card No.

AB12345678CD

HRLERH— FES (BAEABBANIES)
“"Minashi” (Deemed) Resident Card No. (Former Foreigner Registration Certificate No.)

hEAREEBE O A1 T Termination of acceptance of a mid-to-long-term
resident

BHERZERLTIZS,
Confirm your notification.

KT AH Date and year of i B) (v )
2019/05/20
AN T DM Reason for termination of acceptance

3% Graduation

JEHIEERS Institution submitting notification
BLHEEAEREREL T ZZ .
Confirm the information on the institution submitting the notification.
BRI Name of the institution
ABCH¥iR
BEBAMPRTEHY Location of the institution(&F AT M[XETH Prefecture, municipality)
ERER/IIE
BBAMPRTEHE Location of the institution(B]& T H&1S% Town name, street name, etc.)
BRFE7-9-2
1824F & Name of the person submitting the notification
NYUKAN TARO
1845 RIEAS Phone number of the person submitting the notification

0312345678

Confirming notification
(STEP4)

[Operation]

Confirm the information
entered in the previous
screen.

You cannot check the
contents of a
notification later on the
system; therefore, try to
save the contents by
printing or taking a
screen shot (saving the
screen).

After saving the contents
by printing or screen
shot, enter a check mark
by clicking the "I have
abtained a copy of my
notification." checkbox
to go to the next screen.

When correcting entries,
click the "Back" button
to move back to the entry
screen and enter correct
information. Please note
that when "« (Back)
of Web Browser or
""Back Space' key is
used to move back to
the previous screen, it is
regarded as invalid
operation and the user
is logged out.

-12-
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Screen

Operations

£ % EMfSDTEER Confirm copy

BHEARTEOVYITERE, LE, BEABERETSZ<RADET., BHABEER L UTHRXERAIU -2 3y MEEBLT
<TEEWN,

BHAFEEATH, FTYIRYIRACFIVIZEANTLESL,

Once you click the Notification button, you cannot confirm what you notified any more. Be sure print out or display a screen shot of your
notification

After you have obtained a copy of your notification, check the check box.

I BHEMBEIZEIFELE, | have obtained a copy of my natification I

JEit! Notifications

EBEdHADEBERT

Immigration Services Agency

, HARAEZREET
2N Immigration Services Agency of Japan

BFEHS 2T

#IE0%2-1 > B8 Time and date of your last login
2019/06/04 14:03

HBAE Your institution: A B C£i%

02772 b Log out

STEP1 (&% A7 Entry of the relevant resident)
STEP2 (Be3iliR Select reason)

STEP3 (B:®38 A Entry of notification)

STEP4 (5812 Confirm)

STEPS(2{I5ET Accepted)

B EERZA$5E T Notification received (
ZANDIRT Termination of acceptance)

BHWRERERIINTELE.

Your notification has been received.

A=)L7 FLR abc@xyz.co.jp NBLEMBANB2ET.

A notice of receiving of your notice should reach your e-mail address abc@xyz.co.jp
[BHFIFES Notification Reception No. : OK1900000575)
(B B8 Time and date of notification : 2019/06/04 14:28)

A=)LRUIES K2 TEBHNRLBERZ, BFHRTIN TROMVEDERNTEBEZZL,.
In case the notice e-mail does not reach your address after some time, please contact the Inquiry Address below.

[BIL\&HE% For inquiries )
TEL: 050-3786-3053
E-MAIL: mjf.support.cw@hitachi-systems.c

==

EHFEHADEBERFT
Immiaration Services Agency,

Notification received
(STEP5)

[Operation]

This is the end of
notification registration
procedures.

After several minutes,
you will receive the
“notice of receiving of
your notice” to the
registered e-mail address.
The Immigration
Services Agency will
check the contents of the
received notification.
After confirming there is
no problem on
notification contents, the
"Notice of completion of
registration" will be
e-mailed to the registered
e-mail address. (It will
take 1 to 2 days till the
e-mail will be sent).

If, when there are
problems in the
notification contents, an
e-mail will be sent
regarding the problems.
Then, please re-submit a
notification with correct
contents.

Click the "To Menu"
button on the bottom of
the screen to go back to
the Institutions Menu
screen.

-13-
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2.2.2 Description on Notification Entry Screen for a Mid-to-Long-Term
Resident

HAEEEEET

Immigration Services Agency of Japan
BEFELES AT A

#E3E Your institution A B C24% AlEIO2-1 >HEF Time and date of your last login 2019/06/04
13:58

q 027777 i~ Log out

STEP1 (#1ZR#E A JJ Entry of the relevant resident)
STEP2 (ZHi=R Select reason)

STEP3 (Eii1E2RA 7 Entry of notification)

STEP4 (E#:R Confirm)

STEPS (152 T Accepted)

JEE X SREBEERA S Entry of information on the resident relevant
to the notification

n A% \ \ C \
MOEOOOUT:OD = '.Cb Zaﬁﬁﬁljj LTLIEELN,
Enter the item with @) .

B OITERE Resident relevant to the notification

BHOHREOBBEAD L TIZE,

Enter information on the resident relevant to the notification.

BHEOMREORFEANTIRCZ, TEH— RXENEABRIBEROFEOREED (CAHL TS,

Enter what is written in the Resident Card or Foreigner Registration Certificate precisely, as you enter information on the resident relevant
to the notification.

FEH— RXIHNEABRIAROSACELEFIREENTUOREEE, MBCEEESNTVIREEFTEAHNLTIEZL,

In case your name is not written in English on your residence Card or Foreigner Registration Certificate, enter your name spelling it as it
appears on your passport.

ﬁ
I ) E&EF Name in alphabet
EEEF(AFAN)N04ZFLA 2~—RED Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two
words by a space.

5 Example) TURNER ELIZABETH MD

*4FH Date of birth
# A =]
O Year © Month O Day

I

2012 12

125 Sex
® 5 Male
%z Female

@ =3 - i Nationality (region)
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O @ FERFREXETA Address Prefecture, municipality
123 Search N> %4  =TETi:TH 3i B Click the button and choose from the list displayed

{F/Eit B74 T BESSE Address Town name, street name, etc. £18,8032F LA Up to 80 2-byte characters

Examble 1 134
example = 3 1ile 1

{885 — R&ES Residence Card No.

{85 — R&ES Residence Card No.
HERABEHF(ASIFATN),1232F |-byte alphanumeric letters (upper case), up to 12 letters
{£88— RES Residence Card No. L\Yg"11/4" 1 DA JJ Enter one of these.

7 Example) AB12345678CD

HIRUEBRH— NES (IBAEASSFIAEES) "Minashi" (Deemed) Resident Card No. (Former Foreigner Registration
Certificate No.)

EABEHF(ALFEAS),1MZZELA Up to 11 1-byte alphanumeric letters (upper case)

{E887)— R&S Residence Card No. L\g110" 1 DA Enter one of these.

El A
JEH S EL#EIR Choose reason for notification .

EBEARABEEERT
Immiaration Services Agency

Screen link Screen
. Contents
No. Explanation Item
(1] Error message When there are errors in entries, error messages will be displayed when the
"Choose reason for notification" button is clicked.
Information on Enter notification of a resident. Enter as exactly written on the Residence
Notified Card (Alien Registration Certificate).
Mid-to-Long-Term | "Required" is a required field. Please enter information.
Resident
e Name in alphabet
Enter as exactly written on the resident's Residence Card including a
space.
When the name on the card is not written in alphabet, enter the
alphabetical name as shown in your passport.
o Nationality
Select your nationality from the pull-down list. Nationalities are, in
principle, ordered in English alphabetical order.
E "Choose reason for | You will proceed to the screen of “Choose reason for notification”, if there
notification™ is no error in entered information.
button Error messages show up on the top of the screen, if there are errors in
entered information.
"Back" button Returns to the Menu screen.
Please note that when "«'* (Back) of Web Browser or "'Back Space"
key is used to move back to the previous screen, it is regarded as
invalid operation and the user is logged out.
5] "Log out" link Logs out from the e-Notification System.
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2.2.3 Description on Notification Entry Screen

HABRTEBREET

Immigration Services Agency of Japan
BFEES AT A

#ESE Your institution A B CE4% AlEI027 -1 = 8EF Time and date of your last login 2019/06/04
13:58

E 04772 k- Log out

STEP1(X5%& A7 Entry of the relevant resident)
STEP2(EH;E4R Select reason)

STEP3(Eii1%HZRA 7 Entry of notification)
STEP4(5&:2 Confirm)
STEPS5(ZMI7E T Accepted)

JEH1&#R A 77 Enter your notification (
T AN DEIE Beginning of acceptance)

O OVNTVBERZEANLTLIEEL,

MOE0000T: £ ter the item with @ -

REAFEEEOT ANDRLE Beginning of acceptance of a mid-to-long-term
resident

BHEREADLTIZZ,
Enter your notification.

F<HDEMQ&A)

Bit44F A B Beginning date and year

£ A =]
O Year © Month O Day

2012 Il 12 I o1

0 EFANEHRBEERENITSEEORE Activities to be conducted by the mid-to-long-term resident accepted
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JEH#ES Institution submitting notification

BHHERIIEIRE A L TLIZEL),  Enter information on the institution submitting the notification.
B4BIDEFR Name of the institution
ABCHR
BUBIDPRTENH Location of the institution (ARBERFIRTXETH Prefecture, municipality)
HRERRIX
BEBIDPRTENHY Location of the institution (BT T B&EISE Town name, street name, etc.)

BRRE7 -9 -2

© i8:X4FE RS Name of the person submitting the notification
EB/EF(AXFEAN)104XFEUA 2— XD Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words
by a space.

Example) TURNER ELIZABETH MD

i EXampie) lURNER ELIZADE 1R VD

O BUFWEEES Phone number of the person submitting the notification 2 LT
FAWEF,1232F LA Up to 12 1-byte letters

xample) 0312345678

Ji EXampie)

BER2 Confirm

EBEEABEEERM
Immiaration Services Agency

Screen link
No.

Screen
Explanation Item

Contents

Error message

When there are errors in entries, error messages will be displayed when the "
Confirm" button is clicked.

Notification Enter notification. Depending on the status of residence, the items that are
displayed on the screen change.
"Required" is a required field. Please enter information.
EI Notification Enter "Name of person in charge™ and phone number of institution
Institution information.
Information "Required" is a required field. Please enter information.

"Confirm" button

You will proceed to the confirmation screen, if there is no error in entered
information.

Error messages show up on the top of the screen, if there are errors in
entered information.

E "Back" link Returns to the Menu screen.
Please note that when "«'* (Back) of Web Browser or "'Back Space"
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.
"Log out" link Logs out from the e-Notification System.
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2.2.4 Descriptions on Notification Reason of Notification Entry Screen

Notification on the notification entry screen has different entry items depending on the following conditions.
- Current status of residence
- Notification reason

e When the latest status of residence is not "Student" and when the notification reason is "Beginning of
acceptance"

R ERITEEEE D= AN DEIG Beginning of acceptance of a mid-to-long-term
resident

BHIEREADLTLSEZL,
Enter your notification.

E<BBEBQ&A)

“ BAdE4E A B Beginning date and year [[CE LITTY
£ A =]
Year Month Day

BT ANEPEMTEBENITSEBDPIT Activities to be conducted by the mid-to-long-term resident accepted

Screen link Screen
. Contents
No. Explanation Item
n Notification Enter the information of beginning of acceptance of the resident.

e When the latest status of residence is "Foreign Student™" and when the notification reason is "Beginning of
acceptance"

FREHEATTEEDOS AN DRI Beginning of acceptance of a mid-to-long-term
resident

BHBREADLTLIIEE.

Enter your notification.

FL<HBBHEFQAA)

n BA&€E A B Beginning date and year [EELETLL
i3 A =]
Year Month Day
/ /
Screen link Screen
. Contents
No. Explanation Item
“ Notification Enter the information of beginning of acceptance of the resident.
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o When the latest status of residence is not "Student” and when the notification reason is ""Termination of

acceptance"

HEEATEEDOZ AL T Termination of acceptance of a mid-to-long-term

resident

BHEREAD L TIEE.
Enter your notification.

F<HBDEE(QAA)

n ¥ TEFAHB Date and year of termination
-3 A =]
Year Month Day
/ !/
Screen link Screen
. Contents
No. Explanation Item

Notification

Enter the information of end of acceptance of the resident.

o When the latest status of residence is "Student" and when the notification reason is "Termination of

acceptance"

FEEATEEDOSZ ANDIE T Termination of acceptance of a mid-to-long-term
resident

BHEREADLTIIZSE0N,
Enter your notification.

n ¥ T AHE Date and year of termination [CL LTI
3 A B
Year Month Day

AN T OB Reason for termination of acceptance [ LT

® ZZE Graduation
iE*F Leave school
I#¥E Expulsion
TDADIRE Other reasons

25,9032 FLIA Up to 90 2-byte characters

Screen link Screen
: Contents
No. Explanation Item
Notification Enter the information of end of acceptance of the resident.

When "Other Reasons" is selected for the reason of end of acceptance, enter
reasons in the text box.
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2.3 Registration of Lump Sum Notification (the Immigration Act

ARTICLE 19-17)

It is possible to submit lump sum registration of multiple mid-to-long-term residents. Use a specified Excel
file to do the lump sum registration. After notification event happens, you can submit a notification. Please
note that you cannot submit a notification before the notification event happens.

This can be done only by an institution staff in charge who registered as a user beforehand.

2.3.1 Preparation for Lump Sum Notification (Obtaining the specified Excel
File and Input)
# Screen Operations
1 Log in of Institution
- [Operation]
(%)< Eﬁﬁlzf%;ﬁj%{? Enter your Authentication
ID and Password and click
BFEES AT/ the "Log in" button to go to

ruoneakoop | the next screen.

FRIEH#EIOZ) - > Log in page for the institution staff

I25EID - JARAD— REAHLTOD A 2E| LTI EZL,
Enter your authentication ID and password, to log in.

E23ED Authentication ID

PaED

JKCAD— I Password

02> Login

B I DESHETRVARZ, A AREEEEEOTHASERET > TS,
If you do not have an Authentication ID yet, please make a user registration at the relevant section of a Regional Immigration Bureau.
LI D - JQRAD— RESTNDA, 7HOZ MIOvoEN0DI( > TERNAR, A ARSEEEEOCERE{T>TILE

LY,
2| Institutions Menu
ANl iiidtery [Operation]
Download the Excel file for
entry. From the "Template
BHIATZE See notification's status Files" listed at the lower
BB TRCTRBL TR, part of the institution menu,

Confirm the history of your notifications below.

click the "Template
Download for Lump Sum
Notification of Acceptance"
to download the Excel file.

SRS See nolification's status

F> T L— I 7 )L Template file

BHERIEERCTERT I ERHAT T — M TSSO 0- ELTLIEEL,
Below, download the lump sum notification template to use in a lump sum registration of notifications.

I ZAN—ERHAF > T L— M2 0— K Download the template for lump sum notification of acceptance I ° There are 2 types Of Iinks
PRI L5, PERESIERL—1EA > L — M 20— K Download the template for lump sum notification of .
name/location ;!"a";e1 of the \:wsim ion on behalf of mid-to-long-term residents I fOI’ temple fl |eS, please nOte

the difference. There are "
Template for Lump Sum
Notification of Acceptance"
and " Template for Lump
Sum Notification of
Name/Location Change of
the Institution on behalf of
Mid-to-Long-Term

EBEEADESEER

Immigration Services Agency,
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Screen

Operations

Residents". Here, please
download the " Template
for Lump Sum Notification

[RIAFNE User Procedures]

N—ERHETFL—FOIH AiEMicrosoft Office Excel 2013 ZHRELET .
HATOIBM, FDEMIFITHENTIESL,

* Microsoft Exce 2013 is recommended for use when using the template for lump sum notification.

* No lines or rows should be added

1. BHOBHERRANT
TANEEIEBELLT

5, ANDBELGRILAREBNERBISEYETOT,
DEEDL) BRFREANLTESL,

1. By selecting your re: tion, all the requi n from grey to blank
Complete all the requi y following the

2. ANERZFLE EREI7ALEA RS ERLT, —EEHI7ALEHAL TS,

2. Click the “output lump sum netification fila” butten in (2) to output a lump sum registration file.

(=)

of Acceptance".
B o e e e e B Entry of
e SO AN il mimoal = B L Notification/Creation of
S . L csv File
[ ranes [Operation]

Save the downloaded Excel
file to Desktop or anywhere
in your computer. After
saving, open the file and
enter information. Refer to
the usage procedures shown
in the Excel file about how
to enter/create csv file.

e Please note that the csv
file for lump sum
notification is not the
edited Excel file itself, but
the output file from the
edited Excel file.

e Do not edit the csv file
for lump sum notification
once it is output. If you
edit the csv file, it becomes
impossible to register.
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2.3.2 CSV File Creation Procedures of Acceptance Notification

EH®-c- & 800 FCCO2EL.xls [E#T—F] - Excel T E - & X
A-h @A A-YLOOF B - BR ER MR LReaes
o — = ' SUM ~
‘[}f’m"'m MS Pyl -|10 KA TE= ¥ BrvElTEeeETIc B - UL ; 1w ESLTEAL [ é L4 ,H
By o - - ) =" @74,
RaOfL BB @ §i‘m" mcu £ Bl BA EE SR LAFAL REE
* wro-meory BT Y = e e . N R
DR ] Tt 2500 o W -
U EFIUFAOBE —BOPITT 1T Y CENELE. wfanmmrﬁ?n W x
Al - f v
[ =

B
\:]EPEFEEH%.JE:}) R TR P

[FIFAFIE User Procedures]

X—iERBE AT FL—OZF AlEMicrosoft Office Excel 2013 ##3ELFT .
XATOENM, FOEBMIEZITHENTIEEL,

* Microsoft Excel 2013 is recommended for use when using the template for lump sum notification.

* No lines or rows should be added.

1. BHOBREERANTHILET, ANKBELGEILNRENSEBITEVET DT,
TARNFFIESEELT, D), [QIOEAOTILISHBELEREREAAL TS,
1. By selecting your reason for notification, all the required fields will turn from grey to blank.
Complete all the required fields in (1)(2) by following the “instructions”.
2. ANERZZFELIGIQIOI—EREI7ILEHAIRIVERLT, —EE8HI7/LEH AL TS,

2. Click the “output lump sum notification file” button in (3) to output a lump sum registration file.

FUITEH(—E)

* Please make sure that macro can be used in the environment of your computer.

Screen link Screen
. Contents
No. Explanation Item
Warning of Click the "= > 7 > DA %h{k(Enable Content) ".
security e Please do this before entering information.
Notification Follow the “User Procedures” of the Excel file and create the csv file.

* Precautions for when using the template for lump sum notification of acceptance

- Macros need to be enabled to create CSV file for lump sum notification of acceptance using the template for
lump sum notification of acceptance.

- "Description of activities the accepted mid-to-long-term resident engage in" does not have to be entered if
the status of residence of the resident is "Student".

- "Date of the event requiring notification" does not have to be entered for the notification events of
"Acceptance status as of May 1" and "Acceptance status as of December 1".

- When a pull-down menu is given, select the most appropriate item from the menu. Direct entry of an item
not listed in the pull-down menu will cause an error.

- In case of reception error, we recommend you to save the template for lump sum notification of acceptance
even after creating the CSV file for lump sum notification of acceptance by pressing the "Export lump

sum notification file" button.
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2.3.3 The Procedures of Lump Sum Registration for Notification of

Acceptance (the Immigration Act ARTICLE 19-17)

After creating the csv file for lump sum notification of acceptance, follow the next procedures. For the
creation procedures of csv file for lump sum notification for acceptance, refer to [2.3.1Prepation for

Lump Sum Notification (Obtaining the Excel File and Input)]

Screen Operations
Log in of Institution
HAEREBEET :
Immigration Services Agency of Japan [Operation]
Enter your

BFELESAT A

w7\ Back to Top

FREH#ERICZJ -1 > Log in page for the institution staff

EBEFID - JARD— READLTOVA S ERLTLESL.
Enter your authentication ID and password, to log in.

E2:HD Authentication 1D

JEAD— I Password

$BIE 1 DESHETRVAR, WA AEEEEEEOTHAFSRET > T,

If you do not have an Authentication ID yet, please make a user registration at the relevant section of a Regional Immigration Bureau.
L1 D - JQRD— RESENDS, PHOL M OYIEN0I+ > TERAR, BAAEEREEE0CREEIT T L
LY

Authentication ID and
Password and click the
"Log in" button to go to
the next screen.

PREHRE] X — 1 — Institution Menu

[BLEIBHREFR(AEEE 1 940D 1 7) Registration of notification (Article 19-17
of the Immigration Control and Refugee Recognition Act)

SROBLIBRERERRLTIES,
Choose the type of notification registration you want.

BHEREERT RS
To register your notification

B 1E#RE4R Registration of a nofification

PRIIBEOZANCH I IBLE—IEBRT B4

To register your lum| i i L
S ANUEE(—15) (Lump sum) Notification of acceptance

BHIERER(AELESE 1 90D 1 6) Registration of notification (Article 19-16
of the Immigration Control and Refugee Recognition Act)

PRIERECADO THRMMNMOETES, FHEECHT sRLE—ERRI5S
To register your lump sum notification of name/location change of the institution on behalf of mid-to-long-term residents

&5, FPRTEIMZETEJREH(—1%) (Lump sum) Notification of nameflocation change

Institutions Menu
[Operation]

From the registration of
notification (the
Immigration Act
ARTICLE 19-17), click
the "Notification of
Acceptance (Lump
Sum)" button to go to the
next screen.
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Screen

Operations

JEL HAREREER
AN Immigration Services Agency of Japan

BEFEES AT A

AIEIOJ - >-88F Time and date of your last login 2019/06/04
13:58

#4M42 Your institution A B C 4%

04772 | Log out

STEP1 _(PiksEtEEIA 77 Enter the institution the resident belongs to.)
STEP2 (7 JLIETE Specily file)
STEP3 (J7)LF7vFO— K5 T File uploaded successtully)

B PhE#RES 5%k A 7 Enter information on institution

JRLH##RS Institution submitting notification

BiHHEREIRE AN LTI,
Enter information on the institution submitting the notification.

T4BIDETFF Name of the institution
ABCHRZ
BEBAMPRTEH Location of the institution (SFBERFR X ETH Prefecture, municipality)
EEpmR X
TRBIDPRTEHY Location of the institution (E]4 T &S & Town name, street name, etc.)
BEFA7-9-2
B4 & FE£, Name of the person submitting the notification (BRF(AXFAN) 14X FEAR 2<— R DEnter

1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a space.
5| Example ) TURNER ELIZABETH MD

B4 EWIETE S Phone number of the person submitting the notification
E@IF 1237 F LA Up to 12 1-byte letters
Example ) 0312345678

ZEAEADESERT

Immiaration Services Agency,

Enter Information on
Institution (STEP1)
[Operation]

Enter the information of
the institution submitting
the notification.

After entering all
required information,
click the "Next" button to
go to the next screen.

e Errors

When there are errors or
no entry in required
fields, error messages are
displayed. You cannot
proceed to the next
screen until all errors are
corrected.
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Screen

Operations

g% wAREBEET

Immigration Services Agency of Japan
EFFLEZ AT A

AIEI0Z - > BE Time and date of your last login 2019/06/04
13:58

#4582 Your institution A B C#4%

0272 s Log out

STEP1 (PRE#EBIA 1 Enter the institution the resident belongs to.)
STEP2 (J 7 A JULIEFE Specify file)
STEP3 (J7-)L7vF0O— R5ET File uploaded successfully)

JEHIBER—1E D 7 1 )LIETE Lump sum files specification of
notifications

JEH#ES Institution submitting notification

BHHEMRRERIEL T Z2L,
Confirm the information on the institution submitting the notification.

HRBIMDAFF Name of the institution

ABCHF&

TRBIDPRTEHY Location of the institution (FERTIRTXETH Prefecture, municipality)
BEREDR X

TRBIMPRTEM Location of the institution (E]& T &S Town name, street name, etc.)
BREMA7-9-2

184 K4 Name of the person submitting the notification

NYUKAN TARO

{84 EMIEE|S Phone number of the person submitting the notification

0312345678

JBHIEER—IE D 7 1 JLIBTE Lump sum files specification of notifications

—IEBLACSVI 7 IVEEBELT, BHEMRYZBUTIEEL,
Specify the CSV file for lump sum notifications, and then click the Notification button.

—1&BH D 7 ()L Lump sum notification file
TP AVER [ERENTVERA

ABEHADERERT
Immiaration Services Agency

Specification of Lump
Sum File of Notification
(STEP2)

[Operation]

In "Lump sum
notification file", specify
the [CSV file for lump
sum CSV notification of
acceptance] created from
the Excel template file.
Click the "Notification"
button to go to the next
screen.

e For the creation
method of lump sum
notification file, please
refer to [2.3.1Preparation
for Lump Sum
Notification]

o Make sure to specify
the CSV file created
from the Excel file, not
the Excel file itself.

e Errors

When there are errors or
no entry in required
fields, error messages are
displayed. You cannot
proceed to the next
screen until all errors are
corrected.
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Screen

Operations

s HAREZEET

Immigration Services Agency of Japan
BFELS 27 A

AIBIOZ2 -1 > B8 Time and date of your last login
2019/06/04 13:58

#8342 Your institutionA B C#4%

02777k Log out

STEP1 (PR#ERIA D Enter the institution the resident belongs to.)
STEP2 (D 7-(JUBRE Specify file)
STEP3 (O7AN7vwITO—B5%ET File uploaded successfully)

EHIER—IE T 7 )L77v I 0O— R5ET Lump sum
notification file uploaded successfully

BHRR—IEI 7 ILO7yT0—- RORT LELE,

The lump sum notification file has been uploaded successfully.

X—)L7 RLR user15@ens-test.com NEHEMHBANB=FET,

A notice of receiving of your notice should reach your e-mail address user15@ens-test.com
[/Bi:34&S Notification Reception No. : 0I1900000573)
[EB: 885 Time and date of notification : 2019/06/10 14:06)
(284528 Number of notifications processed : 1% Notification)

A=)LH LIRS L > TERORABAER, BSFHTIN TROMVEDEEATEELSEEL),
In case the notice e-mail does not reach your address after some time, please contact the Inquiry Address below.

[BSLVEDHE % For inquiries)

TEL: 050-3786-3053
E-MAIL: mijf.support.cw@hitachi-systems.com

E==sT

EBERADEBERT
Immiaration Services Agency

Completion of
Notification of Lump

Sum Registration of
Information Reception
(STEP3)

[Operation]

This is the end of
registration of lump sum
notification procedures.
After several minutes,
you will receive the
"Notice of receiving" to
the registered e-mail
address.

If there are problems in
the notification
contents, an e-mail will
be sent regarding the
problems. In the case,
correct all the errors
and re-submit the
notification including
the mid-to-long-term
residents whose
information had no
error.

The Immigration
Services Agency checks
the contents of the
received notification.
After confirming there is
no problem on
notification contents, the
"Notice of completion of
registration" will be
e-mailed to the registered
e-mail address. (It will
take 1 to 2 days till the
e-mail will be sent).
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2.3.4 Description on Notification Entry Screen for an Institution

@ HAEREBREET
E s Immigration Services Agency of Japan

BFREES AT A

#B34 Your institution A B C 34 AilEI02 - = 8EF Time and date of your last login 2019/06/04
13:58

047777 b Log out

STEP1 (FRlEEBEEIA ) Enter the institution the resident belongs to.)
STEP2 (27 -f)LISE Specify file)
STEP3 (J7-()L77vJ0O— R5ET File uploaded successfully)

[EHPFTE RS ISR A 71 Enter information on institution

@ OVTVBREZEAD LT IEEL,

M 7:
OF0000 Enter the item with ) .

[EEHH#EET Institution submitting notification

BHHEEREAALTIREZ,
Enter information on the institution submitting the notification.

#EIDAHR Name of the institution

ABCHEIR

P4BIMPRTEHE Location of the institution (ERERFIRTHXETH Prefecture, municipality)

st L[5

BEBICPRTEH Location of the institution (ET& T E&EHIS S Town name, street name, etc.)

mhRE7-9-2

) iBLF KA Name of the person submitting the notification FHEF(FFAN)N04FLIA A~—AEED
Enter 1-byte alphabetical letters. (upper case) Up to 104 letters Separate two words by a space.

% Example ) TURNER ELIZABETH MD

0 BLETEES Phone number of the person submitting the notification
HEEWF 1237F LA Up to 12 1-byte letters
{5 Example ) 0312345678

] =

EEEHABEEERT

Immiaration Services Aagency
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Screen link
No.

Screen
Explanation Item

Contents

Error message

When there are errors in entries, error messages will be displayed when the
"Next" button is clicked.

Information on
the person
submitting the
notification

Enter notification of the institution. Enter "Name of the person submitting
the notification” and "Phone number of the person submitting the
notification".

"Required" is a required field. Please enter information.

"Next" button

You will go to the next screen for notification, if there is no error in entered
information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

Returns to the Menu screen.

Please note that when "« (Back) of Web Browser or ""‘Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.
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2.3.5 Description of Specification of Lump Sum File of Notification

HAREZEEET

Immigration Services Agency of Japan
EBFRERLES AT A

£4BA4 Your institution A B C 4% FIEIO4 -1 >-885 Time and date of your last login 2019/06/04
13:58

02777 i~ Log out

STEP1 (FR®#RI A1 Enter the institution the resident belongs to.)
STEP2 (J7 A JUETE Specify file)
STEP3 (D7 -IL77w 00— R5ET File uploaded successiully)

B —1E T 7 1 )LIEE Lump sum files specification of
notifications

OFOVTWBIEEZA AL TLEZL,
MOEOOOO?’Enter the item with @ .

JEHH#RES Institution submitting notification

EitERER R L T EE0,
Confirm the information on the institution submitting the notification.

BEBIMETF Name of the institution

ABCHER

BEBIDPRTEM Location of the institution (EPERFIRTXETH Prefecture, municipality)
BRI IX

HEBIMPRTEHN Location of the institution (EJ& T &S Town name, street name, etc.)
BRARE7-9-2

{H4E K% Name of the person submitting the notification

NYUKAN TARO

{84\ BEFHS Phone number of the person submitting the notification

0312345678

[BHEIR—IE T 7 1 )LAETE Lump sum files specification of notifications

—iERBLACSVI 7 TILEIBEL T, BEAY LTS,
Specify the CSV file for lump sum notifications, and then click the Notification button.

@ —EBH T 7 -7)L Lump sum notification file
[ FZLEBR ERENTNSEEA

El JEth Notifications | E =3 Back

EHEELABESEERRT

Immigration Services Agency
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Screen link
No.

Screen
Explanation Item

Contents

Error message

When there are errors in entries, error messages will be displayed when the
"Notifications" button is clicked.

Specification of
Lump Sum File
of Notification

Specify the file for lump sum registration.

"Notifications"
button

The completion screen will be displayed, if there is no error in entered
information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

Returns to the Menu screen.

Please note that when "'« (Back) of Web Browser or "'Back Space"
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.

-30-
Operation Manual - For Institutions -




24 Registration of Lump Sum Notification on behalf of

Mid-to-Long-Term Residents (Immigration Act ARTICLE 19-16).

Upon a request made by a mid-to-long-term resident, a staff of the institution to which the resident belongs
can submit the (lump sum) notification on behalf of the resident based on the Immigration Act ARTICLE
19-16. After a notification event happens, you can submit a notification. Please note that you cannot submit a
notification before the notification event happens.

This can be done only by the person in charge who registered as a user beforehand.

Also, it is necessary for the mid-to-long-term residents themselves to register as the user of the
e-Notification System. Please note that if you submit a notification about mid-to-long-term residents who are
not registered as the user, the notification will be an error.

2.4.1
Entry and Input)

Preparation for Lump Sum Notification (Obtaining the Excel File for

Screen Operations
Log in Page for the Institution
Staff
HABETEEZEEET

Immigration Services Agency of Japan

BFELESATA

w7 Back to Top

FRE#EIOJ - > Log in page for the institution staff

IBIEID - J(RD— REAALTOVM S ERULTEEL,
Enter your authentication ID and password, to log in.

EZZHD Authentication ID

JXRD— Ik Password

LI DESHSTRVLAR, AAEEEEEEOTHEESRET O TS,

If you do not have an Authentication ID yet, please make a user registration at the relevant section of a Regional Immigration Bureau.
A1 D - )T RESTNDA, PHDY MOy IEN0DIC L TERIAR, A AEEEEEB0CEEET>TEE
(AN

[Operation]

Enter your Authentication ID
and Password in the log in
screen and click the "Log in"
button. The next screen is
displayed.

JAD-FEEETIEE
To change your password

JTR— R Password change

BHIAREE See notification's status

FEEERE TSI TRBLTIZE,
Confirm the history of your notifications below.

RIS See notification's status

F> T L— ~ I 7 )L Template file

BHREE-ESRCTERT I BEHAT I — b TRirSd 20— FLTLIESL,
Below, download the lump sum notification template to use in a lump sum registration of notifications.

AN EEHET 7 L— M0~ I Download the template for lump sum notification of acceptance
FRAEMEIOE, FRENEERIEEL—ER> " 7L — ™0~ K Download the template for lump sum notification of
name/location change of the institution on behalf of mid-to-long-term residents

EBdH A ADERERER

Immiaration Services Agency,

Institution Menu
[Operation]

Download the Excel file from
the "Template Files" listed at the
lower part of the institution
menu screen, by clicking the "
Template for Lump Sum
Notification of Name/Location
Change of the institution on
behalf of Mid-to-Long-Term
Resident".

e There are 2 types of links for
temple files, please note the
difference. There are " Template
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Screen

Operations

for Lump Sum Notification of
Acceptance" and "Template for
Lump Sum Notification of
Name/Location Change of the
Institution on behalf of
Mid-to-Long-Term Resident".
Here, please download the
"Template for Lump Sum
Notification of Name/Location
Change of the institution on
behalf of Mid-to-Long-Term
Resident".

[FIRFNE User Procedures]
¥—{EEH AT IL— O FAEMicrosoft Office Excel 2013 HRLF T,

O3B, 3 OEMETHENTEED.
is recommended for use when using the template for Iump sum natification.
d be added.

1. BEHOBhERRANTS
TANEEIZSEELT, RUBREAAL TS,
1. By fi

m grey to blank

I

Entry of Notification/Creation
of csv File

[Operation]

Save the downloaded Excel file
to Desktop or anywhere in your
computer. After saving, open the
file and enter notification.

Refer to “User procedures”
shown in the Excel file about
how to enter/create csv file.

e Please note that the csv file
for lump sum notification is
not the edited Excel file itself,
but the output file from the
edited Excel file.

e Do not edit the csv file for
lump sum notification once it
is output. If you edit the csv
file, you cannot register the
notification with the file.
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2.4.2 Procedures to create a CSV file for Notification on behalf of
mid-to-long-term resident

EH®-c- & 800 FCCO2EL.xls [E#T—F] - Excel T E - & X
Ah EA ADLPIE B -9 BE ER MR YAy
o r = UM -
Lf’ IR MS PIzuy '|10 CA A SE= - BrofltaneRnTs 8a \_h_ ‘/ me EBLTEALY |m ;; .- Y
Byae - B =S y
T BIU- - &- . s s m FEIET-TRLT EL Bl r B, mrEEL WRE
- SR -/ S - EREE - . : Wy~ e
ST = Tt 2510 ] L A
Al - £ ~

B K L M N (o] P Q R -

\:]qzﬁﬁﬂfgﬁ Ty ——

Notification to be made on behalf of mid—to-long-term resident (Name/location change of the institution)

[FIFAFIE User Procedures]
4 H—iERE AT IL—rOZF| A EMicrosoft Office Excel 2013 #H#ELFT .
XATOENM, FOEBMIEZITHENTIEEL,
* Microsoft Excel 2013 is recommended for use when using the template for lump sum notification.
* No lines or rows should be added.

1 1. BHOBEREERANTHILET, ANNBEGEANRENSGEBITEYETOT,
TANFEIZESEELT, TD), T@QIOEEDEILICHELZREE A ALTZEL,

1. By selecting your reason for notification, all the required fields will turn from grey to blank.
Complete all the required fields in (1)(2) by following the “instructions”.

2. ANERAFELELI@ION—FERBHI7AILHAIRIVERLT, —FEEHEIFILEHAL TS,

2. Click the “output lump sum notification file” button in (3) to output a lump sum registration file.

LR 5E) i ) R ) ] v

* Please make sure that macro can be used in the environment of your computer.

Screen link Screen
. Contents
No. Explanation Item
1] Warning of Click the "= > 7 > O£ %1k (Enable Content) ".
security e Please do this before entering notification.
Notification Follow the “User Procedures* of the Excel file and create the csv file.

* Precautions for when using the template for lump sum notification of name/location change of the institution

on behalf of mid-to-long-term residents

- Macros need to be enabled to create CSV file for lump sum notification of name/location change of the
institution on behalf of mid-to-long-term residents using the template for lump sum notification of
name/location change of the institution on behalf of mid-to-long-term residents.

- When a pull-down menu is given, select the most appropriate item from the menu. Direct entry of an item
not listed in the pull-down menu will cause an error.

- In case of reception error, we recommend you to save the template for lump sum notification of
name/location change of the institution on behalf of mid-to-long-term residents even after creating the
CSV file for lump sum notification of name/location change of the institution on behalf of
mid-to-long-term residents by pressing the "Export lump sum notification file" button.
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2.4.3 Registration of Lump Sum Notification (Immigration Act ARTICLE 19-16)

on behalf of Mid-to-Long-Term Residents.

After creating a csv file for substitution notification, follow the next procedures. For the creation
procedures of csv file, refer to [2.4.1Prepation for Lump Sum Notification (Obtaining the Excel File for

Entry and Input)]

Screen Operations
HABEBEER Log in
Immigration Services Agency of Japan [Ope ration]
BREHESZFA Enter your Authentication 1D and

FRIE#ERSO2 1 > Log in page for the institution staff

123D « (RO~ FEADLTDI 1 BMUTEEL,
Enter your authentication ID and password, 1o log in

SZUEID Authentication ID

JAZD— kK Password

‘ant section of a Regional Immigration Bureau
HAANBSTERBEOCEEET TS

Password in the log in screen and
click the "Log in" button to go to
the next screen.

BHIBERER(AEESE 1 95D 1 7) Registration of notification (Article 19-17
of the Immigration Control and Refugee Recognition Act)

MBROBLRBSRERRLTIIZZLN,
Choose the type of notification registration you want.

BHRRERRT 388
To register your notification

JELH1RIEEER Registration of a notification

PEMEEEOCRANCHT ZMEE—1EBRT B
To register your lump sum ion of of mid-to-long-term residents

SAXUL(—$5) (Lump sum) Notification of acceptance

BHIERER(AEESE 1 950 1 6) Registration of notification (Article 19-16
of the Immigration Control and Refugee Recognition Act)

PRIGERECRO> THREMOSIEE, MEDLTECHTIBLE—EBRTINS
To register your lump sum notification of name/location change of the institution on behalf of mid-to-long-term residents

445, PREEIZSENEE(—1%) (Lump sum) Notification of nameflocation change

FIFAESRZE User information change

FAEREOEB I TRICTEREL TS

Institution Menu

[Operation]

From the "Registration of
Notification (Article 19-16 of the
Immigration Control and Refugee
Recognition Act)", click the
"(Lump Sum) Notification of
Name/Location Change" button
to go to the next screen.
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Screen

Operations

M HAEEREET

Immigration Services Agency of Japan
BFELES AT A

B0+ > HE5 Time and date of your last login 2019/06/04
13:58

#MZ Your institution A B C#12

02777 b Log out

REMEEECHH D TITSMi Notification to be made on behalf of mid-to-long-term resident

STEP1 (/@Hi824# A7) Enter the person submitting the notification)
STEP2 (BiiD7-1)UEE Specify notification file)
STEP3 (Bt D 7-()L77v 70— K5ET Notification file uploaded successfully)

JEHE=EEER A S Enter information on the person submitting
the notification

BB Person submitting the notification

BHBUEREBEADUTIEZL,
Enter i 1 on the person the

$84FEEKS Name of the person submitting the notification HBEF(KZFAN)N04XFLA AN—R X DEnter
1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a space.

ER ELIZABE

{BUFRIZHES Phone number of the person submitting the notification
ST 127 FLUA Up to 12 1-byte letters

EBEHADERERT

Immiaration Services Agency

Enter the Person Submitting
the Notification (STEP1)
[Operation]

Enter the information on the
person in charge of the
notification.

After entering all required
information, click the "Next"
button to go to the next screen.

e Errors

When there are errors or no entry
in required fields, error messages
are displayed. You cannot
proceed to the next screen until
all errors are corrected.

HAREREET

Immigration Services Agency of Japan
BIBHESZTL

AIEIO4 - =B Time and date of your lastlogin 2019/06/04
13:58

H4RIE Your institution A B C 543

07770 | Log out

RRIEEEE(CH> TITSMi Notification to be made on behalf of mid-to-long-term resident
STEP1 (/@HiBL4#5 A1) Enter the person submitting the natification)

STEP2 (fEH D7 A JLIEE Specify notification file)

STEP3 (BHI7f L7y IO—-BExET ion file uploaded

JRHIEIR—IE D 7 - JLIETE Lump sum files specification of
notifications

B8 245 Person submitting the notification

BB UERRERRL T EZ,
Confirm the information on the person submitting the notification.

{84FFE4 Name of the person submitting the notification
NYUKAN TARO
{4 EWEE/S Phone number of the person submitting the notification

0312345678

JEHEIR—3E T 77 (JLIETE Lump sum files specification of notifications

—ERHACSVIFAILERELT, BRI EELTZE,
Specify the CSV file for lump sum natifications, and then click the Notification button.

—JEREt 2 7 - JL Lump sum notification file
T7TILER RSN TLFEEA

Jit: Notifications X% Back

EEARADESEREF

Immiaration Services Agency

Specify Notification File
(STEP 2)

[Operation]

In " Lump sum notification file)",
specify the [CSV file for lump
sum substitution notification]
created from the Excel template
file.

Click the " Notifications" button
to go to the next screen.

e For the creation method of
lump sum notification file, please
refer to [2.4.1Preparation for
Lump Sum Notification]

e Make sure to specify the CSV
file created from the Excel file,
not the Excel file itself.

e Errors

When there are errors or no entry
in required fields, error messages
are displayed. You cannot
proceed to the next screen until
all errors are corrected.
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HAEEBREET

Immigration Services Agency of Japan
BYEHSZTL

FIEIO4 > B8 Time and date of your last login
2019/06/04 13:58

#4BIE Your institution A B 2

0477 - Log out

PEBTEREICAH > THSMH Notification to be made on behalf of mid-to-long-term resident
STEP1 (E4EXEAS Enter the person submitting the notification)
STEP2 (B 77148 Specify notification file)

STEP3 (BHI 777w I 57T Notification file uploaded successfully)

BEHER—E I 7-L7yTJ0O— R 7 Lump sum
notification file uploaded successfully

BHER—ED 7 LTy IO—-RART LELR,
The lump sum notificaticn file has been uploaded successfully.
A—JLT kL R userlS@ens-test.com NEHE MBS EEFT .
A notice of receiving of your notice should reach your e-mail address
user15@ens-test.com
[E: 3 {1HE=SNotification Reception No. : 011900000574)
[EAETime and date of notification : 2019/06/10 15:02]
[ ENumber of notifications processed @ 1 {4 Notification]

A—LHLES e TERIBUEAR, SFRTIHTROMVADERATBREZ,
In case the notice e-mail does not reach your address after some time, please contact the Il\(]UiIY Address below.

[F&anti)
TEL: 050-3786-3053
E-MAIL: mijf.support.cw@hitachi-systems.com

EREHADESERT

Immiaration Services Agency

Completion of Upload of Lump
Sum Noatification (STEP 3)
[Operation]

This is the end of the registration
procedures of lump sum
notification.

After several minutes, you will
receive the "Notice of receiving"
to the registered e-mail address.

If there are problems in the
notification contents, an e-mail
will be sent regarding the
problems. In the case, correct
all the errors and re-submit the
notification including the
mid-to-long-term residents
whose information had no
error.

The Immigration Services
Agency checks the contents of the
received notification. After
confirming there is no problem on
notification contents, the "Notice
of completion of registration” will
be e-mailed to the registered
e-mail address. (It will take 1 to 2
days till the e-mail will be sent).
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24.4

Description on Substitution Notification Entry Screen

H#ERSE Your institution A B C24%

. HAEEEE

Immigration Services Agency of Japan
BFEHIS A7 A

giEl0~) - > HEF Time and date of your last login 2019/06/04
13:58

E 07772 I~ Log out

REESEECH > TITSMEit Notification to be made on behalf of mid-to-long-term resident
STEP1 (EHfi#H235 A 71 Enter the person submitting the notification)

STEP2 (B 7-1)

BiE Specify notification file)

STEP3 (EBHi77-1)L77wFO— R5ET Notification file uploaded successfully)

JEHIE=EE B AT Enter information on the person submitting
the notification

MOEO00007:

OFONTVBEEZEANDLTEEL,
Enter the item with @ .

JEHIEZE Person submitting the notification

BHBEEFEREAD LTI,

Enter information on the person submitting the notification.

E O BXEFERSA Name of the person submitting the notification HEFHEF(ALFAN)N043FLA ZAA—RELD
Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a space.
) TURNER ELIZABETH MD

{5l Example

123456

O BX4FEEFHES Phone number of the person submitting the notification
HEHF 1232F LA Up to 12 1-byte letters

5l Example ) 03

78

o3

EEELABDESERRT
Immigration Services Agency

Screen link

Screen
Explanation Item

Contents

Error message

When there are errors in entries, error messages will be displayed when the
"Next" button is clicked.

E B|z

Person in charge
of submitting a
notification

Enter the information of the person in charge of submitting a notification.
"Required" is a required field. Please enter information.

"Next" button

You will go to the next screen, if there is no error in entered information.
Error messages show up on the top of the screen, if there are errors in
entered information.

=

"Back" button

Returns to the Menu screen.

Please note that when "« (Back) of Web Browser or *"Back Space"
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.
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2.4.5 Description of Completion of Lump Sum Notification on behalf of
Mid-to-Long-Term Residents

HAEEEEET

Immigration Services Agency of Japan
BFRERLE AT A

#R342 Your institution A B C 4% AIRIOZ-r = 8EF Time and date of your last login 2019/06/04
13:58

ﬂ 04772 t~ Log out

FEIBESSE(CHH > TITSEH Notification to be made on behalf of mid-to-long-term resident
STEP1 (f@hiBXE A7 Enter the person submitting the notification)

STEP2 (jEHiJ 7 A JLIEFE Specify notification file)

STEP3 (B I 7-rIL7wvFO— K5 T Notification file uploaded successfully)

fEHIEER—IE D 77 1 JLIETE Lump sum files specification of
notifications

S DNTLNSIE = A
MOEUUOOT:OD DL tb ﬁgﬁﬁlb LTLIEEL
Enter the item with @) .

[EHIELE Person submitting the notification

BB AEEREREREL TIZEL,
Confirm the information on the person submitting the notification.

$84E K4 Name of the person submitting the notification
NYUKAN TARO
{BY4FEIEHES Phone number of the person submitting the notification

0312345678

[EHIEZR—IE T 7 1 )LIETE Lump sum files specification of notifications

—EBLACSY I 7 MILEISELT, BEARYEMLTIIZE0,
Specify the CSV file for lump sum notifications, and then click the Notification button.

@ &L T 7 1)L Lump sum notification file
IT7AJLER | BERENTNELA

o= B == |

ERELABESERRT

Immiaration Services Agency

Screen link Screen
. Contents
No. Explanation Item
n Error message When there are errors in entries, error messages will be displayed when the
"Submit" button is clicked.
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Screen link
No.

Screen
Explanation Item

Contents

Specification of
Lump Sum File
of Notification

Specify the file for lump sum notification.

"Submit" button

The completion screen will be displayed, if there is no error in entered
information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

Returns to the Menu screen.

Please note that when "« (Back) of Web Browser or ""‘Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.
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2.5 Change of E-mail Address

The following are procedures to change the registered e-mail address that the Immigration Services Agency

can send e-mails to.

This can be done only by the person in charge who registered as a user beforehand.

If you forget the Authentication ID or Password, it cannot be changed using the e-Notification System.

Please go to the nearest Regional Immigration Services Bureau.

251 Procedures for Change of E-mail Address
# Screen Operations
1 AEEREES Log in of Institution
(= BN R
Immigration Services Agency of Japan [Ope ratlon] A )
Enter your Authentication
BFREHS AT A ID and Password in the log
; in screen and click the
FRIE#EBIOT - > Log in page for the institution staff “Log in" button to go to
BIEID « /(R D~ KEANUTOY A S BBUT <ALy, the next screen.
Enter your authentication 1D and password, 10 log in.
S25EID Authentication 1D
J XDk Password
i 1 OESB/ESTLLAR, A\ NBTERSOTHHRARBRET > T LA,
I you do not have an Authentication 1D yet, piease make a user registration at the refevant section of a Regional Immigration Bureau,
ZHID - J)(AD— eSS DF, PN ROy o2nDI 1L TaguAR, A ANBTEREDCEEET >TSS
2 Institutions Menu

FFHEIEERZE User information change

FAERBOTBRITRICTRELTIL2L,
Change your user information below.

A=)L7 FLRAEEBTHRE

To change your e-
I A—)L7 FL- A% E-mall address change

JRO—-REZBETHRE
To change your password

) TRD— K& Password change

BRI Z6E See notification's status

BEAEER TRCTHIELTIE2,.
Confirm the history of your notifications below.

JEHERRER] See notification’s status

7> JL— I 7-A)L Template file

[Operation]

Click the "E-mail Address
Change" button to go to
the next screen.
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s
HAEEBREET
Immigration Services Agency of Japan
== ~ e
BEFEH AT A
HEEIE Your institution A B C224% AIEIOZ - =B Time and date of your last login 2019/06/04
13:58
04777 I Log out

STEP1 (AFEnter) STEP2 (F&E2Confirm) STEP3 (55T Done)

A—)L77 RL- X% A H Entry of a change in e-mail address

A—)L77 LA E-mail address change

AT RLAEBIRBEAN LT EZL,
Enter a change of your e-mail address.

FUWA—ILT LA New e-mail address HAWATIES 602 FLIPT Up to 60 1-byte alphanumeric letters

FTLWA—ILT EL A (BA ) New e-mail address (Enter again)
HFAEHFICS 6032F LA Up to 60 1-byte alphanumeric letters

EEEEADESERR

Immiagration Services Agency

Entry of a Change in
E-mail Address (STEP 1)
[Operation]

Enter your e-mail address
in the input field. After
entering all required
information, click the
"Confirm" button to go to
the next screen.

e Errors

When there are errors or
no entry in required fields,
error messages are
displayed. You cannot
proceed to the next screen
until all errors are
corrected.

(2
HAEEBREET
Immigration Services Agency of Japan
== F _— —
EBFRHEATA
#BIE Your institution A B C24% HiEIO 1 = 88F Time and date of your last login 2019/06/04
13:58
04277 I~ Log out
STEP1 (A7) Enter) STEP2 (2 Confirm) STEP3 (55T Done)

A—)L7 RL RAZEEH#ESR Confirming e-mail address change

HA—)L77 A E-mail address change

A—IL7 FLAEERBERERLTILE0N.
Confirm the e-mail address change.

A=JLF KL A E-mail address change

abc@xyz.co.jp

EREEUADEEERRF

Immiaration Services Agencv,

Confirming E-mail
Address Change (STEP
2)

[Operation]

After confirming the
contents entered in the
previous screen, click the
"Register” button to move
to the next screen.

When correcting entries,
click the "Back" button to
move back to the entry
screen and enter correct
information.

Please note that when
""" (Back) of Web
Browser or ""Back
Space" key is used to
move back to the
previous screen, it is
regarded as invalid
operation and the user is
logged out.

-41 -

Operation Manual - For Institutions -




giy wAEEZEER

Immigration Services Agency of Japan
BEFELES AT A

HiEIO~-r >-HE¥ Time and date of your last login
2019/06/04 13:58

HEBIE Your institution A B CF&

O~277 b Log out

STEP1 (A7 Enter) STEP2 (582 Confirm) STEP3 (%7 Done)

A—)L77 RL-AZE5E ¥ E-mail address change done

A—ILT BLZDEENRT UEUR,

Your e-mail address has been changed.

A—)L7 EL-R abc@xyz.co.jp AEBBHNEFET.

A change notice should reach the e-mail address abc@xyz.co.jp

A—IBFUES T2 TEBMAES(R, BFRATIHNTROMVEHEBEAT BB IZE L.
In case the notice e-mail does not reach your address after some time, please contact the Inquiry Address below.

[RIL V&% For inquiries)
TEL: 050-3786-3053
E-MAIL: mijf.support.cw@hitachi-systems.com

TEEHADEEERF

Immiaration Services Agency,

Completion of the

Change
(STEP 3)

[Operation]
This is the end of the

procedures for change of
E-mail address procedures.
After several minutes, you
will receive the "Notice of
completion of change™ on
the new e-mail address.
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2.5.2

Description of Entry of E-mail Address Change Screen

BERSE Your institution A B C 543

STEP1 (AFEnter)

Immigration Services Agency of Japan
B EEHS AT A

BI04 -r = B Time and date of your last login 2019/06/04
13:58

0477777 I~ Log out

STEP2 (#&3Confirm) STEP3 (5 rDone)

A—)L77 R XZEE A Entry of a change in e-mail address

MOEOQ0007:

O DVWTVWBIEEEAD LT,

Enter the item with @) .

A—)LJ7 LA E-mail address change

A7 ELAZEEBRREAHLTZEL,

Enter a change of your e-mail address.

0 FULWA—ILT KL New e-mail address FHENFILS,6032FLIA Up to 60 1-byte alphanumeric letters

Example) abc@

0O FLWA—ILT BEL-R(BAHR) New e-mail address (Enter again)
FHEMFILS 6052FLIA Up to 60 1-byte alphanumeric letters

XyZz.CO.jp

{5l Example) abc@xyz.co.jp

E I =2 Confirm I
EESEEABEEERT
Immiaration Services Agency

Screen link

Screen
Explanation Item

Contents

No.
1]

Error message

When there are errors in entries, error messages will be displayed when the
"Submit™ button is clicked.

E-mail Address
Change
Information

Enter your new E-mail address.
"Required" is a required field. Please enter information.

"Confirm" button

The confirmation screen will be displayed, if there is no error in entered
information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

Returns to the Menu screen.

Please note that when "« (Back) of Web Browser or *'Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.
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2.6 Password Change

The followings are procedures to change Password used to log in the e-Notification System are described.
This can be done only by the person in charge who registered as a user beforehand.

2.6.1 Procedures for Password Change
Screen Operations
1 HAREREES Login
immigration Services Agency of Japan [Operation]

Enter your Authentication 1D and
Password in the log in screen and
click the "Log in" button to go to
Fﬁ%?’r‘%ﬁﬁﬂ@'f‘/ LOg in page for the institution staff the next screen.

2D + JIRAD = FEANLTOIA L EBUTSIEEL,
Enter your authentication 1D and password, 10 log in.

BFEES AT A

S2UEID Authentication ID

JAAD— F Password

12 1 DESE/ETULSE, WA ANSTERSOTHRERRET > TIEEL,
If you do not have an Authentication ID yet, please make a user registration at the refevant section of a Regional Immigration Bureau,

10 - J(RAD— FESTNDS, PN QY 22nDI( L TaRgL\AR, A ANBTEREDCEBL >TSS
\

2 | FUBEIERZE User information change Institution Menu
FIRERROEES TRCTEBLTIZE, [Operation]
N aa Click the "Password Change"
A=)V 7 RLREEETSEE button to go to the next screen.

To change your e-malil address
A—)L7? FLAETE E-mail address change

JRDO-FEERTIRE
To change your
JCRD— 2= Password change

BHIRRZE See notification's status

BRI TRCTHREEL TS,
Confirm the history of your notifications below.

FRARREE See notification's status

F> T L — kI 7-A)L Template file

BHAE—EERCTEAT - EREAT L — METRNSY O 0~ RUTLEZEL,
Below, download the lump sum notification template to use in a lump sum registration of notifications.

44 -
Operation Manual - For Institutions -



Screen Operations
Entry of Password
HABEETEBEHET
Immigration Services Agency of Japan Chanqe (STEP 1)
[Operation]

BfELES AT A

RIEIDZ/f > B Time and date of your last login 2019/06/04
13:58

HBIZ Your institution A B C#1%

04777 I~ Log out

STEP1 (A1 Enter) STEP2 (52T Done)

J\AJ— RZSE A 7] Entry of a password change

JUA D — K Password

JIRD— REEBBEAHLTLIZEL,
Enter a change to your password.

IRTED/ (AT — k Current password

FLLV AT — k New password

BTHEART - FHYT - FALRSOMNBRTRAESET, 8FULRIFLUATADLTIEZL,

AXF, ITFERIOZTFELTERILET, ANDIMERS18%E=@ _#+-21TT.

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8
letters or longer and up to 32 letters.

Case-sensitive. The signs you can enter are $%&=@_#*+-7!

UL A D— K(EBAD) New password (Enter again)

MITHAET - HENT - FALSOMERTRESET, sUFULRNFLATAALTIEEL,

AF, INTFEBIOTFELTERILET. ANBILERRES1S%E=@_#+-21TT.

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8
letters or longer and up to 32 letters.

Case-sensitive. The signs you can enter are $%8=@_#"+-?!

i3 Register =% Back

EEEEABDESERT

Immiaration Services Agency

In the entry fields, enter
the current Password and
new Password
respectively. The new
Password you entered
will not be displayed in
the next screen.

After entering all
required information,
click the "Register"
button to go to the next
screen.

e Errors

When there are errors or
no entry in required
fields, error messages are
displayed. You cannot
proceed to the next
screen until all errors are
corrected.

HAREEEET

Immigration Services Agency of Japan
BEFEHS AT A

AIEIOZ - >-88F Time and date of your last login
2019/06/04 13:58

#6342 Your institution A B C#4%

042777 b Log out

STEP1 (A} Enter) STEP2 (57 Done)

)V D — RZE5E T Password change done

JQRAD— FOEBHTT LELR,

Your password change has been done.

A—JL7 KL-R abc@xyz.co.jp NEEEASEEETY.

A change notice should reach the e-mail address abc@xyz.co.jp

A—BUES K> TEBMRLEER, SFHCIHITFROMUVESHERATBEZZL,
In case the notice e-mail does not reach your address after some time, please contact the Inquiry Address below.

[RALVEHE S For inquiries]

TEL: 050-3786-3053
E-MAIL: mjf.support.cw@hitachi-systems.com

EESEHADEEERRT

Immiagration Services Agency.

Completion of
Password Change
(STEP2)

[Operation]
This is the end of the

procedures for Password
change procedures.
After several minutes,
you will receive the
"Notice of completion of
change" to the registered
e-mail address.
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2.6.2 Description of Entry of Password Change Screen

HAEEZEEET

Immigration Services Agency of Japan
EFBEEHS AT
S == [ I

R34 Your institution A B CH4% g0 > BEF Time and date of your last login 2019/06/04
13:58

E 02779 I~ Log out

STEP1 (A7 Enter) STEP2 (587 Done)

J\RXDJ— RZE A Entry of a password change

= MOE00007 @ OV TWBEEEAA LT 22,
‘Enter the item with @) .

){Z D — R Password

JARD— REBBREAD LT ZELN,
Enter a change to your password.

O JRED/IRXT—R Current password

O #HULIRADT—K New password

MTHBET - EBEYF - ¥ALSONBRTRAESET, 8EFULRIFLARATAALTIEEL,

AXZF, IXFEFBIONFEUTRRIUFET, ANDIEERES38%&=@_#+-2!TY,

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8
letters or longer and up to 32 letters.

Case-sensitive. The signs you can enter are $%&=@_#*+-2!

O #FHULLIRD—R(EAF) New password (Enter again)

NTHART - ¥AYF - ¥ARSOINBRERESET, SXFULRIFUNTANUTLIREEL,

AXF, IFEFBIOXFEUTRUET ., ANDIEERRES38%&=@_#+-2!TY,

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8
letters or longer and up to 32 letters.

Case-sensitive. The signs you can enter are $%&=@_#"+-2!

[ ]

EBERABEEERT
Immiagration Services Agency

Screen link Screen
. Contents
No. Explanation Item
n Error message When there are errors in entries, error messages will be displayed when the
Register" button is clicked.
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Screen link
No.

Screen
Explanation Item

Contents

Password Change
Information

Enter new Password.
"Required" is a required field. Please enter information.

e Password

Upper case and lower case are distinguished for Password. You cannot
use words used in the Authentication ID to the Password. Please make
sure to keep the Password in a secure place. Password is not included
written in the e-mail sent from the Immigration Services Agency.

"@" is displayed as you type the Password in the Password field. It is
recommended to save your Password on Note Pad and copy & paste the
Password into the Password input field in order to comfirm the
Password you entered.

"Register” button

The confirmation screen will be displayed, if there is no error in entered
information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

When the "Back" button is clicked, the Menu screen is displayed.

Please note that when "« (Back) of Web Browser or *"Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.
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2.7

Viewing Notification Status

You can check the notification status you submitted using the e-Notification System. You cannot check the
contents of notification.
This can be done only by the person in charge who registered as a user beforehand.

2.7.1 Viewing Notification Status
# Screen Operations
1 " Log in
&J\E]E‘% ST [Operation]
Immigration Services Agency of Japan i i
Enter your Authentication
EBEFELES AT A ID and Password in the log
rvznsexoTop | N screen and click the "Log
_ . _ - in" button.
FRIEHERIOD 1 > Log in page for the institution staff The next screen is

WIED - JIRD— READLTOY - L 2BLTLIZZL, -

Enter your authentication ID and password, to log in. dISplayed "

E2:EID Authentication 1D

BaEHDEADLTL Please enter an a on ID
JXAD— K Password
K2 A

I DESHESTRLAR, A ADEEEEEOTHBEERET > TLEEL,

If you do not have an Authentication D yet, please make a user registration at the relevant section ofa Regional Immigration Bureau.

LI D - JIRAD— RESTNGDA, 7HDX M OvIEN0TA TSR VAR, A ADSESEROCBTEET> TR

AN
2 Institution Menu

JRDO—REEBTIES
To change your password

J{RD— |*Z=E Password change

EHIATZEE See notification's status

BHEEETRICTRRLTIIZEL,

Confirm the history Tnuw

T2 T L— k27 AL Template file

EHEEEERCTERT A EEEAT L - METRENSY IO ELTLESE,
Below, download the lump sum notification template to use in a lump sum registration of notifications.

JEiHRREES See notification's status

SAN—ERELAT L — 20— I Download the template for lump sum notification of acceptance

FREMERADET, FRITEREBRIERTL—IEM> L — M/72-0— K Download the template for lump sum notification of
name/location change of the institution on behalf of mid-to-long-term residents

[Operation]

Click the "See
Notification’s Status"
button on the lower part of
the screen to go to the next
screen.
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Screen

Operations

gis mAREZEET

Immigration Services Agency of Japan
BFBEHS T

H#E34 Your institution A B C4%

BHIRRESHE See notification's status

BEIRTOBEERRUTVET.
The whole history is displayed.

#4430 (Total No. of notifications ) 18 4+  ( Notification)
1-10fF NotificationZ’<# Displaying

Notification Reception No Reason for notificatior

Item No. Time and date of notification

1 2019/05/29 13:33 011900000571 —3#EE$% Lump sum
registration

2 2019/05/29 13:05 011800000570 —1E%$% Lump sum
registration

3 2019/05/29 12:54 OK1900000569 2 ABadA Beginning of
acceptance

4 2019/04/19 18:39 011900000566 —3$&B4% Lump sum
registration

5 2019/04/19 18:35 011900000565 —3iES$R Lump sum
registration

6 2019/04/19 18:18 OK1900000564 ZANBEA Beginning of
acceptance

7 2019/04/19 17:35 OK1900000563 2 ANBALA Beginning of
acceptance

8 2019/04/19 17:28 OK1900000562 2 AN Bt Beginning of
acceptance

9 2019/04/19 17:18 OK1900000559 S ANBAA Beginning of
acceptance

10 2019/04/19 17:13 011900000558 —1EF Lump sum

registration

AlEI02 - > EEF Time and date of your last login 2019/06/04

13:58

02779 b Log out

Number of notifications g

1

ZBEEEADESERERT

Immiaration Services Agency,

View Notification Status
[Operation]

A list of past notification
status of the user is
displayed. You can confirm
the date and time of
notification, notification
reason and status of
notification (results).

Click the "Back" button on
the lower left of screen to
go back to the menu
screen. Please note that
when "« (Back) of Web
Browser or ""Back
Space" key is used to
move back to the
previous screen, it is
regarded as invalid
operation and the user is
logged out.
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e About Notification
Status

- Zf+=Z— (Reception
Error): There are errors in
notification. Click the "5
ff— < — (Reception
Error" link and confirm the
error contents. Correct all
the errors and re-submit
the notification including
the mid-to-long-term
residents whose
information had no error.
- &gk (Being
received): Processing in
the system. After
completing the
registration, a notice of
completion of notification
is sent to the registered
e-mail address.

- X552 T (Completion
of Registration): The
notification is registered
successfully.

- BigkT T —
(Registration Error): There
are errors in notification.
Click the " &gk 7 —
(Registration Error™) link
and confirm the error
contents. Re-submit a
notification with correct
information.

In order to print the error
contents confirmation
screen, right click the
screen and select "Print".
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3 Others

3.1 List of Error messages

A List of error messages that can be displayed in the e-Notification Message is shown in the appendix.
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Operation Manual - Appendix "List of Error Messages'

Message ID Message Solutions
There is an error with the item with "I". Confirm the entry and entry example on the |Confirm the entry and entry example on the screen, and enter again.
MOE00001 . : iy . ]
screen, and enter again. Since password becomes blank when "!I" is not shown, enter it again.
MOE00004 Confirm whether or not the e'-ma|l ?ddress you entered is of the correct e-mail Enter it again.
address format. Then, enter it again.
MOEO00005 |Do not enter two straight spaces in a name using alphabet. Do not enter two spaces consecutively.
. ) Enter the items with "I".
o
MOEQ0007  |Enter the items with ™", Since password becomes blank when "!" is not shown, enter it again.
MOEO00008 |Enter a value in Reason for notification. Enter a value in Reason for notification.
MOEO00009 |Choose a Reason for the notification. Choose a Reason for the notification.
MOEO00010 |The Reason for notification is not selected correctly. Choose a Reason for the notification correctly.
MOEO00011 |Enter a value in the Date and year of occurrence of the reason for notification. Enter a value in the Date and year of occurrence of the reason for notification.
MOEO00012 |Enter the Date and year of occurrence of the reason for notification in 8 letters. Enter the Date and year of occurrence of the reason for notification in 8 characters.
MOE00013 Enter the Date and year of occurrence of the reason for notification in 1-byte Enter the Date and year of occurrence of the reason for notification in 1-byte
numerals. characters.
MOEO00014 |Choose a type of activities. Choose a type of activities.
MOEO00015 |Enter the reason to terminate acceptance in 2-byte characters. Enter the reason to terminate acceptance in 2-byte characters.
MOEQ0016 |Enter the reason to terminate acceptance in 90 characters or less. Enter the reason to terminate acceptance in 90 characters or less.
MOEO00017 |Enter a value in Nationality (region). Enter a value in Nationality (region).
MOEO00018 |Choose a Nationality / Region. Choose a Nationality / Region.
MOE00019 Enter the Name using alphabet with 1-byte alphabet letters (upper case). Separate |Enter the Name using alphabet with 1-byte alphabet letters (upper case). Separate
two words with a space. two words with a space.
MOEQ0020 |Enter the Name in alphabet in 104 letters or less. Enter the Name in alphabet in 104 letters or less.
MOEO00023 |Enter a value in Sex. Enter a value in Sex.
MOE00024 |Choose a Sex. Choose a Sex.
MOEO00025 |Enter a value in Date of birth. Enter a value in Date of birth.
MOEO00026 |Enter Date of birth using 8 characters. Enter Date of birth in 8 characters.
MOEO00027 |Enter Date of birth with 1-byte characters. Enter Date of birth with 1-byte letters.
MOEO00028 |Enter a value in Address, Prefecture and municipality. Enter a value in Address, Prefecture and municipality.
MOEO00029 |Choose a value in Address, Prefecture and municipality. Choose a value in Address, Prefecture and municipality.
MOEO00030 |Enter a value in Address, Prefecture and municipality. Enter a value in Address, Prefecture and municipality.
MOEO00031 |Enter an Address, Prefecture and municipality with 2-byte characters. Enter an Address, Prefecture and municipality with 2-byte characters.
MOEO00032 |Enter an Address, Prefecture and municipality in 80 characters or less. Enter an Address, Prefecture and municipality in 80 characters or less.
MOEO00033 |Enter a Residence Card No. with 1-byte alphanumeric characters. Enter a Residence Card No. with 1-byte alphanumeric letters.
MOEO00034 |Enter a Residence Card No. in 12 characters. Enter a Residence Card No. in 12 characters.
MOEO00035 |Choose the Code of a "Minashi" (Deemed) Residence Card No. Choose the Code of a "Minashi" (ex-alien registration card) Residence Card No.
MOE00036 |Enter a Residence Card No. in 2 characters. Enter the Code of a "Minashi" (ex-alien registration card) Residence Card No. in 2
letters or less.
MOEQ0037 Enter the No. portion of a "Minashi" (Deemed) Residence Card No. / Code with 1-  |Enter the Code of a "Minashi" (ex-alien registration card) Residence Card No. in 2
byte numeric characters. letters or less.
MOE00038 Enter the No. section of a "Minashi" (Deemed) Residence Card No. in 9 characters |Enter the No. section of a "Minashi" (ex-alien registration card) Residence Card No.
or less. in 9 letters or less.
External fonts, characters not used in standard computers, cannot be used for
MOE00039 External fonts, characters not used in standard computers, cannot be used for Reason for termination of acceptance.
Reason for termination of acceptance. *Unusable characters are used for Reason for termination of acceptance. Confirm
the input contents and correct them.
External fonts, characters not used in standard computers, cannot be used for Town
name, street name, etc. under Address.
MOEOQ00041 |Enter a value in Address, Prefecture and municipality.
*Unusable characters are used for Town name, street name, etc. under Address.
Confirm the input contents and correct them.
MOEO00042 |Enter the reason to terminate acceptance in 2-byte characters. Name of the institution must be entered in 2-byte characters.




Message ID

Message

Solutions

MOEO00043 |Name of the institution must be 60 characters or less. Name of the institution must be 60 characters or less.
MOEO00044 |Name of the institution (before change) must be entered in 2-byte characters. Name of the institution (before change) must be entered in 2-byte characters.
MOEO00045 |Name of the institution (before change) must be 60 characters or less. Name of the institution (before change) must be 60 characters or less.
MOEO00046 |Name of the institution (after change) must be entered in 2-byte characters. Name of the institution (after change) must be entered in 2-byte characters.
MOEO00047 |Name of the institution (after change) must be 60 characters or less. Name of the institution (after change) must be 60 characters or less.
Town name, street name, etc. under Location of the institution must be entered in 2- | Town name, street name, etc. under Location of the institution must be entered in 2-
MOE00048
byte characters. byte characters.
MOE00049 Town name, street name, etc. under Location of the institution must be 80 Town name, street name, etc. under Location of the institution must be 80
characters or less. characters or less.
Town name, street name, etc. under Location of the institution (before change) must [Town name, street name, etc. under Location of the institution (before change) must
MOEO00050 ; .
be entered in 2-byte characters. be entered in 2-byte characters.
Town name, street name, etc. under Location of the institution (before change) must [ Town name, street name, etc. under Location of the institution (before change) must
MOE00051
be 80 characters or less. be 80 characters or less.
Town name, street name, etc. under Location of the institution (after change) must | Town name, street name, etc. under Location of the institution (after change) must
MOE00052 ; ;
be entered in 2-byte characters. be entered in 2-byte characters.
Town name, street name, etc. under Location of the institution (before change) must [Town name, street name, etc. under Location of the institution (before change) must
MOE00053
be 80 characters or less. be 80 characters or less.
MOEO00054 |Select prefecture and municipality under Location of the institution. Select prefecture and municipality under Location of the institution.
MOEO00055 |Select prefecture and municipality under Location of the institution (before change). |Select prefecture and municipality under Location of the institution (before change).
MOEO00056 |Select prefecture and municipality under Location of the institution (after change).  |Select prefecture and municipality under Location of the institution (after change).
External fonts, characters not used in standard computers, cannot be used for
MOE00057 External fonts, characters not used in standard computers, cannot be used for Name of the institution.
Name of the institution. *Unusable characters are used for Name of the institution. Confirm the input
contents and correct them.
External fonts, characters not used in standard computers, cannot be used for
MOE00058 External fonts, characters not used in standard computers, cannot be used for Name of the institution (before change).
Name of the institution (before change). *Unusable characters are used for Name of the institution (before change). Confirm
the input contents and correct them.
External fonts, characters not used in standard computers, cannot be used for
Name of the institution (after change).
MOE00059 External fonts, characters not used in standard computers, cannot be used for
Name of the institution (after change). *Unusable characters are used for Name of the institution (after change). Confirm
the input contents and correct them.
External fonts, characters not used in standard computers, cannot be used for Town
name, street name, etc. under Location of the institution.
MOEO00060 External fonts, characters not used in standard computers, cannot be used for Town
name, street name, etc. under Location of the institution. *Unusable characters are used for Town name, street name, etc. under Location of
the institution. Confirm the input contents and correct them.
External fonts, characters not used in standard computers, cannot be used for Town
name, street name, etc. under Location of the institution (before change).
MOE00061 External fonts, characters not used in standard computers, cannot be used for Town
name, street name, etc. under Location of the institution (before change). *Unusable characters are used for Town name, street name, etc. under Location of
the institution (before change). Confirm the input contents and correct them.
External fonts, characters not used in standard computers, cannot be used for Town
name, street name, etc. under Location of the institution (after change).
MOE00062 External fonts, characters not used in standard computers, cannot be used for Town
name, street name, etc. under Location of the institution (after change). *Unusable characters are used for Town name, street name, etc. under Location of
the institution (after change). Confirm the input contents and correct them.
MOEOQ0063 |Enter a value in Name using alphabet. Enter a value in Name in alphabet.
MOEO00064 |Enter a value in Residence Card No. Enter a value in Residence Card No.
MOE99999 |A system error has taken place. Contact Help Desk. A system error has taken place. Contact Help Desk.
Error of double login. Do not try to work in multiple screens at once. If you are not |Error of double login. Do not try to work in multiple screens at once. If you are not at
MOE99998 |at work in multiple screens and still you see this screen in display, please contact work in multiple screens and still you see this screen in display, please contact Help
Help Desk. Desk.
MOE00103 Enter the reason, in case you have chosen "Other reasons" for terminating Enter the reason, in case you have chosen "Other reasons" for terminating
acceptance. acceptance.
MOEO00104 lf you enter the rgasqn for termmatlng acceptance, choose *Other reasons" for Only when "Other reasons" is selected, reasons can be entered.
Reason for terminating acceptance.
Enter the whole Number of the "Minashi" (Deemed) Residence Card (Alien Enter the whole Number of the "Minashi" (Deemed) Residence Card (Alien
MOEO00105 f ) f .
Registration Card). Registration Card).
Enter your Residence Card No. or "minashi" (Deemed) Residence Card No. (Alien |Enter your Residence Card No. or "minashi" (Deemed) Residence Card No. (Alien
MOE00106 f ) f )
Registration Card). Registration Card).
MOEO00108 |This file cannot be uploaded. Review the contents of file. Confirm if it's the correct file.




Message ID

Message

Solutions

Since the number of records that can be uploaded is large, they cannot be imported.

MOE00117 Review the contents of file. Confirm if it's the correct file.
MOEQ0118 Though you Tave choien Schoolmgl as the reason for notification, your resident Choose the right reason.
status is not "Student." Choose the right reason.
MOE00119 Thgugh you ha\_/e"chosen a" reason for not!flcatlon other than "Schooling," your Choose the right reason.
resident status is "Student." Choose the right reason.
MOEO00120 |Enter the correct Date and year of birth as exactly written on your Residence Card. |Enter as exactly written on your Residence Card.
Enter the correct Date and year of birth as exactly written on your Residence Card . .
MOE00121 or "Minashi" (Deemed) Residence Card (Alien Registration Card). Enter as exactly written on your Residence Card.
MOEO00123 |Enter the correct Sex as exactly written on your Residence Card. Enter as exactly written on your Residence Card.
Enter the correct Sex as exactly written on your Residence Card or "Minashi" . .
MOE00124 (Deemed) Residence Card (Alien Registration Card). Enter as exactly written on your Residence Card.
MOEOQ00125 |Enter the correct Nationality as exactly written on your Residence Card. Enter as exactly written on your Residence Card.
Enter the correct Nationality as exactly written on your Residence Card or "Minashi" . .
MOE00126 (Deemed) Residence Card (Alien Registration Card). Enter as exactly written on your Residence Card.
MOEO00127 |Confirm whether or not the Prefecture and municipality you entered are correct. Confirm whether or not the Prefecture and municipality you entered are correct.
MOEO00128 |Confirm whether or not the Activities you entered are correct. Confirm whether or not the Activities you entered are correct.
MOE00129 The reason fqr notification you have entered does not match your resident status. Choose the right reason.
Choose the right reason.
The "Minashi" (Deemed) Residence Card (Alien Registration Card) No. you have
MOEO00130 |entered is not valid. Enter the correct Number as exactly written on your Certificate |Enter as exactly written on your Residence Card.
or latest Residence Card.
MOEO00131 |Enter the same value in "Password" and "Password (Enter again)." Enter the same value in "Password" and "Password (Enter again)."
. Enter a password that cannot be easily guessed.
MOE00132 [Enter a password that cannot be easily guessed. Example) When the password is the same with Authentication ID
MOEO00133 |Enter the same value in "E-mail address" and "E-mail address (Enter again)." Enter the same value in "E-mail address" and "E-mail address (Enter again)."
MOE00134 Confirm whether or not the Date and year the reason occurred you have entered is |Confirm whether or not the Date and year the reason occurred you have entered is
correct. correct.
The Residence Card No. / "Minashi" (Deemed) Residence Card (Alien Registration Enter as e>l<actly wrltFep on your Regldence Card. I
) . . Please verify the validity of the Residence Card. Note that notification cannot be
MOEO00138 |Card) No. is not valid. Enter the correct Number as exactly written on your latest . ) : ) L
: made on the day of Residence Card issuance since the information is not reflected
Residence Card. )
in the System.
MOE00142 [The information you have entered is not valid. Thg resident stgtus is out of 'notllﬂcatlon. Please contact Help Desk when the
resident status is out of notification.
MOEOQ00144 |Enter as exactly written on your Residence Card. Enter as exactly written on your Residence Card.
MOE00145 Enter as' exactly'wrltt('en on your Residence Card or "Minashi" (Deemed) Residence Enter as exactly written on your Residence Card.
Card (Alien Registration Card).
MOEO00146 |An invalid password. Confirm your current password again. Confirm your current password again.
Following causes can be assumed. Please confirm.
- Mid/long stay resident's information is not registered.
- Authentication ID or password is incorrect.
- The residence card is no longer valid.
MOEO00147 |The user information is not valid. ) Re3|der!t stgtus |slmod|f|ed. .
- Authentication ID is no longer valid.
- The effective period of authentication ID has expired (for the mid/long stay
resident, the effective period is 1 year from the last login for affiliated institutes,
which is the same as the period of stay).
- The password has expired. (A password is valid for 1 year from the date of user
information registration or the last password change.)
MOE00149 YOL." _hav_e regched the maximum ltlmes a smgle_ user can lreg!ster his/her Please register the remaining notifications tomorrow or later.
notifications in a day. Please register the remaining notifications tomorrow or later.
MOE00152 Qonflrm lwhether or not the lump sum notification file contains the correct Confirm whether or not the file contains the correct information.
information.
MOE00153 Your lump sum nofification file exceed§ the maximum size anq it cannlot be Confirm whether or not the file contains the correct information.
imported. Confirm whether or not the file contains the correct information.
MOEO00154 |Set the extension of the lump sum notification file to "csv" . Set the extension of the lump sum notification file to "csv" .
You have failed to log in, beyond the maximum number of times allowed. The It will be unlocked after 24 hours. If vou are in a hurn lease submit vour
MOEO00162 |account, therefore, is locked. This lock is removed automatically after 24 hours. If e . L y . P y
' . - . N notification to a Regional Immigration Bureau.
you are in a hurry, please submit your notification to a Regional Immigration Bureau.
MOEO00163 |To notify [Termination of acceptance of student], enter the reason for termination. Enter the reason for termination.
MOEQ0164 To submit a notification other than [Termination of acceptance of student], do NOT Enter the reason for termination.

enter a reason for termination.
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To notify [Beginning of acceptance of other than student], enter the student's

MOE00165 . Choose a type of activities.
activities.
MOE00166 To submit a not|f|cat|lo'n other than [Beginning of acceptance of other than student], Do not enter the reason for termination.
do NOT enter an activity.
MOEO00167 |Either the Authentication ID or password entered is invalid. Enter it again. Enter it again.
MOE00170 To .n.OtlfY [State of acceptance as of May 1], do NOT enter the Date and year the Do NOT enter the Date and year the notification reason occurred.
notification reason occurred.
MOE00171 To .n.OtIfY [State of acceptance as of Nov 1], do NOT enter the Date and year the Do NOT enter the Date and year the notification reason occurred.
notification reason occurred.
MOEO00172 |Enter the Date and year the notification reason occurred. Enter the Date and year the notification reason occurred.
MOEO00173 |[Name change] Enter Name of the institution (before change). Enter Name of the institution (before change).
MOEO00174 |[Name change] Enter Name of the institution (after change). Enter Name of the institution (after change).
MOE00175 i[r':‘;irzﬁig:ange] Enter Prefecture and municipality codes under Location of the Enter Prefecture and municipality codes under Location of the institution.
MOEO00176 |[Name change] Enter Town name, street name, etc. under Location of the institution.|Enter Town name, street name, etc. under Location of the institution.
MOEOQ00177 |[Location change] Enter a value in Name of the institution. Enter a value in Name of the institution.
MOE00178 [Location change] Enter a value in Prefecture and municipality under Location of the |Enter a value in Prefecture and municipality under Location of the institution (before
institution (before change). change).
[Location change] Enter a value in Town name, street name, etc. under Location of |Enter a value in Town name, street name, etc. under Location of the institution
MOE00179 AR
the institution (before change). (before change).
MOE00180 [Location change] Enter a value in Prefecture and municipality under Location of the |Enter a value in Prefecture and municipality under Location of the institution (after
institution (after change). change).
[Location change] Enter a value in Town name, street name, etc. under Location of |Enter a value in Town name, street name, etc. under Location of the institution (after
MOE00181 R
the institution (after change). change).
MOEO00182 |Enter a value in Prefecture and municipality under Location of the institution. Enter a value in Town name, street name, etc. under Location of the institution.
Confirm whether or not the prefecture and municipality you have entered under Confirm whether or not the prefecture and municipality you have entered under
MOE00183 - A - A
Location of the institution (before change) are correct. Location of the institution (before change) are correct.
Confirm whether or not the prefecture and municipality you have entered under Confirm whether or not the prefecture and municipality you have entered under
MOE00184 - A - A
Location of the institution (after change) are correct. Location of the institution (after change) are correct.
[Name change] Do not enter a value in Prefecture and municipality under Location |[Name change] Do not enter a value in Prefecture and municipality under Location
MOE00185 L L
of the institution (before change). of the institution (before change).
MOE00186 [Name change] Do not enter a value in Town name, street name, etc. under [Name change] Do not enter a value in Town name, street name, etc. under
Location of the institution (before change). Location of the institution (before change).
MOEO00187 |[Location change] Do not enter Name of the institution (before change). [Location change] Do not enter Name of the institution (before change).
MOE00188 When Prefecture ap_d njummpallty of residence is selected "Not Decided" (shown on Do not enter town name, street name, etc. of residence.
the back of the notification), do not enter Town name, street name, etc.
MOE00189 When Prefecture and munlcpqllty pf residence is selected besides "Not Decided Enter town name, street name, etc. of residence.
(shown on the back of the notification), enter Town name, street name, etc.
When "Minashi" (Deemed) Residence card (Alien Registration Card) number is . " N I
MOEO00190 |entered, select any choice but "Not Decided" (shown on the back of the notification) Select any ChOIC? but th Decided" (shown on the back of the notification) for the
) ) Prefecture and city of residence.
for the Prefecture and city of residence.
An incorrect screen transition has taken place, and the connection with the server _—
MOE99996 has been cut off. Start over your procedure from the beginning. Start over your procedure from logging in.
The Residence Card No. / "Minashi" (Deemed) Residence Card (Alien Registration |The Residence Card No. / "Minashi" (Deemed) Residence Card (Alien Registration
MBES59101 |Card) No. is not valid. Enter the correct Number as exactly written on your latest Card) No. is not valid. Enter the correct Number as exactly written on your latest
Residence Card. Residence Card.
MBE59102 |The information you have entered is not valid. Contact Help Desk.
If you make the same type of notification multiple times in one day, only the last If you make the same type of notification multiple times in one day, only the last
MOW10005 e ) A e ) A
notification will be valid. notification will be valid.
MOW10006 If you make the same type of notification multiple times in one day, only the last If you make the same type of notification for the same mid-to-long-term resident

notification will be valid.

multiple times in one day, only the last notification will be valid.




